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ON-SITE INSPECTION PROCESS 
 
 
The DOE shall observe the following procedures in the conduct of inspections: 
 

1. Notification to the DE 
 

i. DEs will be notified through a formal letter (Notice of Inspection1) that an 
inspection will be conducted by the DOE. The Notice of Inspection will be sent 
through email using doe.epmpd@gmail.com five (5) calendar days prior to the 
date of on-site inspection. 
 

ii. The Notice of Inspection shall be signed by the DOE – EUMB Director and 
include the following details: 

 
a. Date and time of the On-site Inspection; 
b. Names of the representatives from the EEC Monitoring Team; 
c. List of documents that the DE is required to present to the EEC 

Monitoring Team; and 
d. Duration of the On-Site Inspection. 

 
2. Conduct of On-Site Inspection 

 
i. At least two (2) members of the EEC Monitoring Team2 will be present during 

the On-Site Inspection. Members of the EEC Monitoring Team are expected to 
be in the DOE Field Uniform and must present the following items to the DE 
representative at the beginning of the on-site inspection: 
 

a. Authority to Inspect3 (ATI) duly signed by the EUMB Director; 
b. Copy of the notification letter; and 
c. DOE ID. 

 
ii. In the event of a refusal by the DE, the EEC Monitoring Team will document 

the details/reasons for the refusal in the On-Site Inspection Report.  
 

iii. DEs are required to prepare and present the following documents encoded in 
the DE Online Submission Portal to the EEC Monitoring Team during the On-
Site Inspection: 

 

 
1 Notice of On-Site Inspection refers to a document informing the DE prior to the conduct of the actual On-Site Inspection including 
the date thereof and name/s of the EEC Monitoring Team signed by the EUMB Director. 
2 EEC Monitoring Team refers to personnel from the DOE tasked to conduct On-Site Inspection as specified in this DC. Members 
of the team shall be recommended to and approved by the EUMB Director through a memorandum from the EEC Monitoring 
Team Lead. 
3 Authority to Inspect (ATI) refers to the written authority, issued by the Energy Utilization Management Bureau (EUMB) Director 
to the EEC Monitoring Team authorizing them to carry out On-Site Inspection of identified DEs at a specified date and time. 
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a. Electricity and Fuel Billing Statement or any related documents that 
can substantiate their electricity and fuel consumption; 

b. Energy Management System Manual/ Policy/ Framework or any 
other similar document/s that are being implemented by the DE;  

c. Energy Audit Report; and 
d. Documents related to the reported energy efficiency projects, 

measures, and initiatives of the DE. 
 

iv. Should the DE fail to present the required document/s during the On-Site 
Inspection, the EEC Monitoring Team will record the absence of the 
document/s in the On-Site Inspection Report. 
 

v. The EEC Monitoring Team shall conduct the On-Site Inspection within office 
hours and in the presence of the DE’s authorized representatives. Inspections 
are to be completed within a reasonable period, covering the following 
activities: 
 

a. Opening/Introductions 
b. Presentation of the DE Obligations and Requirements under the 

EEC Act 
c. Validation of the Annual Energy Efficiency and Conservation 

Report (AEECR) and Annual Energy Utilization Report (AEUR) 
d. Validation of Energy Audit Report 
e. Assessment of Energy Management System Implementation (or 

other similar framework) 
f. Validation of Significant Energy Uses (SEUs) in the facility/building 
g. Closing 

 
3. Results 

 
i. An On-Site Inspection Report will be prepared by the EEC Monitoring Team 

upon returning to the DOE Central Office. The EEC Monitoring Team shall also 
prepare a report for the DE, which shall include details on the DE’s compliance, 
a recommendation for the issuance of a Show Cause Order to address any 
non-compliance, and/or information on the alleged commission of prohibited 
act/s under this DC. Recommendations for improved compliance with the DE’s 
obligations may also be included in the Show Cause Order.  
 

ii. The DEs shall receive the report of the On-Site Inspection twenty (20) working 
days following the team’s return to the DOE Central Office. 
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4. End of Activity 
 
i. The EEC Monitoring Team shall evaluate the DE’s response to the Show 

Cause Order within twenty (20) calendar days from its receipt. A written 
confirmation will be sent to the DE if its responses satisfactorily address the 
issues raised in the Show Cause Order, or the EEC Monitoring Team may 
recommend that the EUMB Director initiate administrative proceedings. 
 

ii. The EUMB Director shall transmit to the DOE-LS the ATI, and On-Site 
Inspection Report, and all supporting documents of a DE for non-compliance 
with the Show Cause Order within seven (7) calendar days following the 
expiration of the period indicated in the Show Cause Order. 

 
 


