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 ENERGY STAR® Charter Tenant Space 
Guide for Licensed Professionals 

Understanding the Roles and Requirements for Verifying Commercial Office Tenant Applications 
for ENERGY STAR® Charter Tenant Space Recognition 
Introduction 
The U.S. Environmental Protection Agency (EPA) is piloting a new recognition for energy-efficient leased office spaces in any phase of 
the design, fit-out, and/or leasing process, including spaces that are currently occupied. Tenant spaces included in the pilot that meet 
certain criteria are eligible for ENERGY STAR Charter Tenant Space recognition. Once a Charter Tenant applicant has met the 
eligibility criteria, a representative of the tenant organization may apply for recognition.  

As part of the application process, the applicant must have a Licensed Professional (LP) -- either a Professional Engineer or 
Registered Architect meeting the criteria outlined below -- sign and stamp their ENERGY STAR Charter Tenant Space application. The 
application itself identifies the specific items that the LP is required to validate, as verification is not required for every component of the 
application. 

The purpose of this guide is to provide LPs with step-by-step instructions on how to correctly verify information included in the 
application. By verifying the completeness and correctness of the application submitted to the EPA, the LP helps to ensure the integrity 
of the ENERGY STAR program. 

Eligibility Criteria for Licensed Professionals Verifying Applications for ENERGY STAR  
To verify applications for ENERGY STAR recognition, EPA requires an individual LP to meet the following qualifications: 

• Possess a current license in any U.S. State, Canadian Province, or territory of the U.S. or Canada as a Professional Engineer 
(PE) or Registered Architect (RA) and be in good standing; 

Note: the LP does not need to hold a PE or RA license in the state in which the space he/she is verifying is located. 

• Have a working knowledge of energy use in office spaces, including energy metering and lighting fixture types and controls. 

• Understand all applicable state and territorial engineering and architectural licensure laws, professional ethics requirements, 
and regulations prior to offering or performing services in a jurisdiction. 

Only LPs meeting these qualifications are eligible to verify commercial tenant spaces for ENERGY STAR recognition. LPs do not need 
to be from third-party organizations, and may be employees of the applicant organization, but they are to provide unbiased services 
and are bound by law to uphold strict ethical standards. They must verify that the information contained in the application is accurate to 
the best of their knowledge, based on a site visit to the space1, their technical expertise, and a good faith effort to comply with the 
instructions provided in this guide.  

Should an LP be found to have falsified information on an application for ENERGY STAR Charter Tenant Space recognition, EPA 
reserves the right to pursue recourse through the engineering and architectural professional licensing authorities granting that 
individual’s license, and under Federal law. Title 18 USC Section 1001, Crimes and Criminal Procedure, Fraud and False Statements, 
holds that: Whoever, in any matter within the jurisdiction of the executive, legislative, or judicial branch of the Government of the United 
                                                
1 For ENERGY STAR Charter Tenant Space verification, the LP verifying the application must conduct the site visit him or herself. Note that this is 
different form the requirement for whole building ENERGY STAR certification, for which the LP may engage a representative to conduct the site visit 
under his or her direction and control. 
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States, knowingly and willfully – (1) falsifies, conceals, or covers up by any trick, scheme, or device a material fact; (2) makes any 
materially false, fictitious, or fraudulent statement or representation; or (3) makes or uses any false writing or document knowing the 
same to contain any materially false, fictitious, or fraudulent statement or entry; shall be fined under this title, imprisoned not more than 
5 years … or both.2 

Verifying the Application for ENERGY STAR Charter Tenant Space Recognition 
Note: LPs should consult the application and supporting documents provided by the Charter Tenant as they review the steps 
below. 

This Guide describes, in detail, the process by which the LP should verify the accuracy of Charter Tenant applications for recognition. It 
is the responsibility of the LP to verify that the Charter Tenant has completed all sections of the application, as well as to complete the 
following steps:   

• Step One: Verify Tenant Space Eligibility 

• Step Two: Verify That Meters Are in Place to Track Energy Consumption   

• Step Three: Review and Verify Energy Estimation and Lighting EUI Data 

• Step Four: Verify the ENERGY STAR Portfolio Manager® Account  

• Step Five: Sign and Stamp the Application 

The LP is only responsible for verifying the sections of the application that are marked for the LP, which appear as a series of 
checkboxes under the “LP” verification column. The LP will need to confirm and check off that requirements have been met before 
stamping. Note that verifying some of the information under Step Three – i.e., verification of building gross floor area (this can be an 
approximation), heating fuel, thermostat set back, and lighting documentation -- may require interaction with the building landlord. 

What is a Tenant Space? 
For the purposes of the ENERGY STAR Tenant Space recognition program and as referenced in this guide, a tenant space is defined 
as all the space within a building that a single tenant organization occupies or is in the process of occupying.  All suites or floors that 
are submitted in the application must meet the recognition criteria.  Given the nature of these tasks, conducting a site visit to the space 
is an essential part of the verification process. Depending on the size and/or complexity of the leased space, the LP’s site visit could 
take as few as one or two hours for small tenant spaces, or as many as six (or more) hours for large, multi-floor spaces. In advance of 
the site visit, the LP should review the Application, the meter manufacturer’s accuracy information for the installed meters, and the 
entries in the Energy Estimation and Lighting Questionnaire or Tool Results document (see Step 3 below for more on these 
documents), and note any questions to ask on site.  

Step One: Verify Tenant Space Eligibility 
The LP is required to verify that the tenant space meets the following eligibility requirements for ENERGY STAR Charter Tenant Space 
recognition: 

                                                
2 Full text of Title 18 USC Sec 1001 is available at: http://uscose.house.gov.  

http://uscose.house.gov/
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• It operates solely as office space. It may include a data center, and it may be a non-diagnostic medical office (such as a 
doctor’s or dentist’s office that does not include equipment for medical diagnosis and treatment, such as X-ray, CT scan, MRI, 
linear accelerator, dialysis, or ultrasound machines).   

• Its square footage is less than or equal to 90% of the total square feet of the whole building. 

• It is located in a building that contains at least two separate tenant spaces – in other words, it is not the sole tenant occupying 
all the leasable space within a single building. 

• It represents all the tenant’s usable square footage in the building. Usable square footage is defined as all areas within the 
demising walls reserved for the exclusive use of the tenant. 

• It is located in the U.S. 

The LP must verify that the applicant has completed the following sections of the ENERGY STAR Charter Tenant Space application: 

• About the Tenant Organization 

• About the Space – This section will define the tenant space that is being submitted for review, and should form the basis for 
evaluation. 

• About the Building  

Step Two: Verify That Meters Are in Place to Track Energy Consumption   
The LP is required to verify that appropriate metering is installed in the tenant space to accurately monitor and track energy 
consumption, meeting the following requirements: 

• One or more meters are in place to measure and track, on at least a monthly basis, all energy loads for which the tenant has 
full operational control. This will typically include lighting and plug loads only, as the tenant is not required to meter HVAC 
supplied from a central system. Metering of HVAC load is required only if the tenant has full operational control of the HVAC 
equipment (e.g., a roof top unit that services only the eligible space).  
Meters must be permanently installed - data loggers or other tracking devices that are for temporary use do not satisfy this 
criterion. 

• Meters are rated with an accuracy of +/- 2%, as verified by the manufacturer through published specifications or a letter of 
attestation.  LPs or tenant organizations may need to contact the meter manufacturer directly in order to obtain this 
information. 

• The data center, if applicable, is metered separately. Acceptable data center metering includes any metering configuration that 
allows separate tracking of IT energy use and/or total data center energy use. 

Note that a data center is not a server closet, telecommunications closet, computer training area, or print/copy room (these do 
not require separate meters).  Data centers are intended for sophisticated computing and server functions and typically 
include: 

o High density computing equipment (such as server racks used for data storage and processing) 
o Dedicated power and cooling systems 
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o A constant power load of 75 kW or more 
o Uninterruptible power supplies (UPS) 
o Raised floors 

Data Centers may include traditional enterprise services, on-demand enterprise services, high performance computing, 
internet facilities, and/or hosting facilities.  

Step Three: Review and Verify Energy Estimation and Lighting EUI Data 
EPA, with support from the U.S. Department of Energy’s National Renewable Energy Laboratory and Pacific Northwest National 
Laboratory, has developed an Energy Estimation and Lighting EUI (Energy Use Intensity) Tool for use by tenant organizations. In 
preparation for use of the tool, Charter Tenants completed an Energy Use and Lighting EUI Questionnaire to document certain building 
and space information, including an inventory of lighting fixtures present in the tenant space. The tenant entered the data from the 
Questionnaire into the tool, for some or all of their space. After using the tool, the tenant produced a Tool Results document. 

The tenant will provide the LP with one of these supplemental documents along with the application; that is, the LP will have access to 
either the completed Questionnaire or the Tool Results document for the purposes of verifying the information described below. The LP 
must confirm that the Questionnaire or Tool Results document includes data for all of the tenant’s suites/floors in the building.3  

Verifying Building, Space, Envelope, and Equipment Information 
The LP must verify that all of the following information is correct in the document provided by the Charter Tenant (i.e. either the 
completed Questionnaire or the Tool Results document):  

• Building Information including: building gross floor area (GFA - this is the total property square footage, as measured between 
the exterior walls of the building, and including all finished areas inside the building including supporting areas; note, however, 
that for the purpose of verification, approximate GFA is acceptable), total number of conditioned floors in the building, year the 
building was built, and primary heating fuel. 

• Tenant Floor/Suite Information including: tenant floor/suite usable floor area (usable area is the total square feet of all areas 
within the demising walls reserved for the exclusive use of the tenant) represents all spaces leased by the tenant in the 
building 

• Weekly operating hours, number of workers on main shift and whether thermostats are set back on nights and weekends. 

o “Weekly Operating Hours” is defined as the total number of hours per week where the majority of workers are 
present. For example, if the majority of workers are in the building from 8:00 am - 6:00 pm M-F, then weekly 
operating hours should be 50 (10 hrs * 5 days per week). 

o “Number of Workers on Main Shift” only includes the number of employees present during the main shift. It does not 
include visitors, clients, everyone who came into the building over the course of 24 hours, or the total number of 
workers across multiple shifts. 

                                                
3 Note that if the tenant provides the Tool Results document, the LP verification applies only to the input sections (About Your Tenant Space; 
Building Envelope Information; Equipment Information; and Lighting Information), not the final Results section.  
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• Building Envelope Information including: number of stories the tenant floor/suite occupies, whether the space is on the ground 
or top floor of the building, the building orientations for which the tenant floor/suite has exterior exposure, and the approximate 
percentage of the tenant floor/suite exterior walls which are glass.  

Estimates of percentage of exterior walls which are glass can follow the visual guidelines below (from the Energy Information 
Administration’s A6 “showcard” at https://www.eia.gov/consumption/commercial/data/2012/pdf/show_cards.pdf). 

  
 

• Equipment Information specified in the Questionnaire or Tool Results document, including: number and type of computers, 
and appliance counts by category. 

Verifying Lighting Information 
The LP must verify that tenant data on the following has been properly entered:  

• Fixture type 
• Light source - LED (lamp), LED (Dedicated Fixture), CFL, fluorescent, or incandescent 
• Wattage – either individual lamp wattage if the fixture utilizes replacement lamps such as LED or fluorescent tubes, or fixture 

wattage if it is a dedicated fixture. 
• Quantity – both number of lamps per fixture if the fixture utilizes replacement lamps, and total number of fixtures 
• The installation of sensors (occupancy, vacancy, and/or daylight) or tuning system 

The LP is asked to use their best judgment in verifying this information, and determine that the data is reasonable.  To assist with this 
verification, the LP may find it helpful to review recent lamp/ballast purchase invoices, build-out drawings, retrofit documents or 

https://www.eia.gov/consumption/commercial/data/2012/pdf/show_cards.pdf
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contracts that detail lighting installation measures, LEED documentation (if applicable), and observations based on a walkthrough of 
the tenant space. 

*Note: The Questionnaire and Tool allow for the collection of task and specialty lighting.  This is for EPA’s informational use only, and 
does not need to be verified.  

Step Four: Verify the ENERGY STAR Portfolio Manager Account  
The Charter Tenant is required to provide a Portfolio Manager account name and property (tenant space) ID on the application form.  
The LP is only required to verify that the tenant has included this information on the application form. 

For LPs wishing to expand their knowledge of Portfolio Manager, EPA provides resources and conducts frequent Portfolio Manager 
trainings; see https://www.energystar.gov/buildings/training/training for how-to documents, demonstration videos, and the live training 
calendar.  

Step Five: Sign and Stamp the Application  
After the required information has been reviewed and deemed to be correct, the LP must apply his/her professional seal or stamp and 
sign the application, thus attesting that the relevant information contained within the application is accurate and in accordance with the 
instructions in this Guide. The LP is only responsible for verifying the items listed in this guide and identified on the ENERGY STAR 
Charter Tenant Space Application form.  The LP must ensure that his/her name, license number, and contact information are complete 
and correct, matching the information on his/her professional stamp. If the LP does not have a stamp, include a copy of the state 
issued certificate of licensure as a Professional Engineer or Registered Architect with the application. 

The person who signs the signatory agreement must be a representative of the tenant organization applying for ENERGY STAR 
Charter Tenant Space recognition.  In cases where the LP works for the organization certifying, he/she may sign the application twice – 
in the LP verification section, as well as the signatory agreement. However, if the LP does not work for the organization that is 
certifying, he/she may not sign the signatory agreement. 

Finally, the LP should return the signed and stamped application to the designated contact of the tenant organization for submission to 
EPA.   

https://www.energystar.gov/buildings/training/training

