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Company:	
Location:
Key Contact:	 	
Date:	
	Done
	Complete Matrix

	
	Fill in Matrix in Module V
	

	Done
	Before You Go to the Site

	|_|
	What does the company value: web search, local business journals, trade publication 
	

	|_|
	What do you know about the firm? Sales calls, info from other customers, leads from networking sources
	

	Done
	Initial Meeting

	|_|
	Met w/ Facility Engineer: 
Name/Title
Phone/Email
	

	|_|
	Met w/ Upper Management: 
Name/Title
Phone/Email
	

	|_|
	Preferences
Priorities
What they want to accomplish-needs…energy savings, longer life, reduced toxicity, etc. 
	

	|_|
	What Types of Spaces:
Office
Conference
Manufacturing
Warehouse, etc.
	

	|_|
	What Types of Work:
Clerical
Computer
Machining
Assembly, etc.
	

	|_|
	Who Works in the Space
Men%
Women%
Age Range, etc.
	




	Done
	Initial Meeting (cont’d)

	|_|
	Safety & Security Issues
Manf./Warehouse Process
Stairwells
After-Hours
Parking Lot/Garage
	

	|_|
	Budget:
Budget Cycle
All at once
Stages, etc.
	

	|_|
	Codes:
ASHRAE 90.1
State & Local
Health & Safety, etc.
	

	|_|
	Maintenance Issues:
Re-lamping Cycle
Facility – clean, dusty, welding, particulates, etc.
	

	|_|
	Facility Access: 
When: Auditing, Data Loggers, Installing Demonstrations, Construction, etc.
	

	Done
	Walking the Facility

	|_|
	Physical Dimensions
L – W – H overall
L – W – H by area
Note the areas-use drawing
	

	|_|
	Electrical System
Voltage – include how it varies by height and area
Circuiting – general – 
Controls – note all on drawings
	

	|_|
	Fenestration
Windows
Skylights 
Building Orientation
Daylight Harvesting – possible?
	

	|_|
	Physical Limitations:
Plenum Depth
Ductwork
Other Trades (plumbing etc)
Equipment (etc.)
	

	|_|
	Existing Lighting:
Type
Wattage
Max – Average – Min: FC
	

	|_|
	What’s Out of Balance?
What do they like?
Don’t like?
Opportunities?
	




	
	Work Tasks – What Do They Do & Who Does It?

	
	Area
	Work Task
	Age
	Source
Task
Eye
Geometry
	Contrast
Size
Time
Luminance
	Types of Glare
	Surface
Reflect.
	“Knotty Little Problem”

	|_|
	



	
	
	
	
	
	
	

	Luminaire(s)




	Other Comments:


	|_|
	



	
	
	
	
	
	
	

	Luminaire(s):


	Other Comments:





	|_|
	



	
	
	
	
	
	
	

	Luminaire(s):


	Other Comments:





	|_|
	



	
	
	
	
	
	
	

	Luminaire(s):


	Other Comments:





	|_|
	



	
	
	
	
	
	
	

	Luminaire(s):


	Other Comments:
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	Done
	Before You Leave

	|_|
	13 months –Electric Bills
Drawing of the Facility or 
Emergency Exit Map for each Area 
	Comments:

	|_|
	Sketch of Luminaire Location


	Comments:

	|_|
	Sketch of Control/Sensor Location


	Comments:

	|_|
	Sketch of anything you want to remember or include in your thinking

	Comments:

	Done
	When You Return to Your Office

	|_|
	Review your notes, sketches, drawings, electric bills, the checklist, and all of the data gathered
	Comments:


	|_|
	Put all of the information together – do you have what you need to go to the next step?
	Comments:

	|_|
	Identify any additional information you need, and immediately make arrangements to get it.
	Comments:

	|_|
	Idenify and document utility incentives and any other financial tools, including financing
	Comments

	
	Gathering Additional Information

	
	Questions:
	Yes
	No
	Comments

	|_|
	Can this required information be gathered over the phone, by fax, or email?  
	|_|
	|_|
	

	|_|
	Is the issue that your notes and your recollection of what you saw does not match up?
	|_|
	|_|
	

	|_|
	Is the only way to get the needed information a return to the facility?
	|_|
	|_|
	

	|_|
	Prepare a 30 second – This is what we gathered today?

	Comments:

	|_|
	Prepare a 30 second – After a review, I found the following was missing from my initial site visit…
	Comments:

	|_|
	Ask for what you need..

	Comments:


	|_|
	After getting the data, repeat the When You Return to Your Office segment so that you are ready to begin Schematic Design
	Comments:




Scoring – Programming (80 points passing)

Bottom line – did you find a viable target facility?  Did your preparation, site visit and return to your Office, result in a viable potential project?  Can you go on to the next step?
  
	
	Task
	Possible 
Points
	Points 
Earned

	1
	ID Potential Sites – Fill in Matrix
	5
	

	2
	Before You Go to the Site
	10
	

	3
	Initial Meeting
	15
	

	4
	Walking the Facility - the Audit
	20
	

	5
	Work Tasks – What Do They Do?  Who Does It?
	15
	

	6
	 Before You Leave
	10
	

	7
	Returning To Your Office
	15
	

	8
	Gathering Additional Information
	10
	

	
	Total
	100
	



The scoring is a judgment call between you and your Coach.  How well did you do in gathering the necessary data?  Remember, this is a test, as such, this is an opportunity to improve your ability to:
1. Prepare for a site visit
2. Carry out an effective initial meeting designed to uncover:
a. How the customer thinks about the facility
b. What they value
c. What they feel they need
3. Your observation of what the lighting does and does not do, versus what it needs to do to support the company’s ability to make a profit and reach its goals.
4. Identifying specific issues by area of the facility
a. Hopefully find a “Knotty Little Problem” or two.
5. Begin to put the project together and set the stage for developing your Design Concept

If you and your Coach agree that you have substantially done this, and done it effectively, you pass this section.  The real mark of success though is not what we think, or even what you and your Coach think, it will be how the customer relates to, and buys into (or not) what you put forward.
  

___________________________             ________________________     __________
	Candidate (Print name)			Coach (Print name)		       Date

___________________________             ________________________  (signed)
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