
 

 

 

 

City of Cambridge 

File No. 9639 

Request for Proposals Building Energy Use Disclosure Integrated Data 

Communications Management Platform 
 

Sealed proposals will be received at the Office of the Purchasing Agent, Room 303, City Hall, 795 

Massachusetts Avenue, Cambridge Massachusetts 02139 prior to 11:00 a.m. on 5/20/2021 for providing 

the following services to the City of Cambridge: 
 

The City of Cambridge is seeking a vendor that can provide an integrated relational database and 

communications platform and populate the platform with annual reporting data that has been collected 

since the first year of reporting in 2015.  The platform will be used to administer the BEUDO ordinance 

and improve operational efficiency of administration. To support this goal the City would like to enter 

into a one (1) year contract with two (2), one (1) year options to renew. The options to renew shall be at 

the City’s sole discretion. The City estimates a budget to support the  first-year contract to not exceed 

$130,000. 

This RFP may be downloaded from the City’s website: www.cambridgema.gov, online services, 

Purchasing Bid List, Regular RFP, File No. 9639. The City reserves the right to reject any or all 

proposals, in whole or in part, to waive any minor informalities in the proposal process, and to accept the 

proposal deemed to be in the best interest of the City. 

 

There must be no mention of the applicant’s fee in the proposal. Any mention of the fee will subject 

the proposal to rejection. 

 

Questions from proposers concerning the Request for Proposals must be submitted in writing by 11:00 

a.m. on 4/23/2021, to Elizabeth Unger, by email at: Purchasing@cambridgema.gov. Answers to 

substantive questions posed by proposers will be posted in the form of addenda. 

 

Two (2) separate sealed envelopes, a sealed envelope containing one (1) original and five (5) copies 

of the non-price technical proposal marked “Request for Proposals Building Energy Use Disclosure 

Integrated Data Communications Management Platform - Non-Price Proposal,” and one “(1) 

envelope containing the price proposal marked “Price Proposal- Request for Proposal Building 

Energy Use Disclosure Integrated Data Communications Management Platform,” must be received 

by Elizabeth Unger, Purchasing Agent, City of Cambridge, 795 Massachusetts Avenue, Cambridge, 

Massachusetts 02139 prior to 11:00 a.m. on 05/20/2021. Bids not sent in by courier can be dropped off to 

a locked drop box at the rear entrance of City Hall. Any proposals received after such time will not be 

accepted, unless the date and time has been changed by addendum. Delivery to any other office or 

department does not constitute compliance with this paragraph, unless the proposals are received by the 

Purchasing Agent by the established deadline. 

 

 Elizabeth Unger  

 Purchasing Agent 
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Confidentiality and Public Records Law  

All bids or other materials submitted by the vendor in response to this Request for Proposal will be open 

for inspection by any person in accordance with the Massachusetts Public Records Law.  

 

Terms and Conditions  

The terms and conditions of any contract awarded through this procurement are attached hereto and shall 

be affirmed by the City and selected proposer.  

 

1. The proposer’s bid will remain in effect for a period of 90 days from the deadline for submission of 

proposals or until it is formally withdrawn, a contract executed, or this RFP is canceled, whichever occurs 

first.  

 

2. The Purchasing Agent shall cancel the contract if funds are not appropriated or otherwise made 

available to support continuation of performance in any fiscal year.  

 

3. A sample contract is attached hereto. The bidder must be willing to sign the City’s contract. The City 

will not accept a bidder’s terms & conditions.  

 

4. Rule for Award: The City will award a contract to the proposer submitting the most advantageous 

proposal taking into consideration the proposal’s Quality Requirements, Evaluation Criteria and 

composite ratings, references and price.  

 

5. Rates must remain firm or be reduced throughout the life of the contract. A Contract will be awarded 

within 90 days unless award date is extended by consent of all parties concerned.  

 

6. The City of Cambridge Living Wage Ordinance is applicable. The current living wage rate is $16.65 

per hour (the ordinance is attached).  

 

7. The contract period shall commence on the date of execution of the contract by the City of Cambridge 

or soon thereafter. The project shall be completed within one (1) year  from the date of execution. The 

option to renew will be the City’s sole discretion. 

 

8. The City reserves the option to extend the contract term if the City determines in its sole discretion that 

extension serves the best interest of the City. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2



 

 

 

INSTRUCTIONS TO PROPOSERS  

1. Two (2) separate sealed envelopes, a sealed envelope containing one (1) original and five (5) 

copies of the non-price technical proposal marked “RFP for Building Energy Use Disclosure 

Integrated Data Communications Management Platform,” and one (1) envelope containing the 

price proposal marked “Price Proposal – RFP for Building Energy Use Disclosure Integrated Data 

Communications Management Platform” must be received by the Purchasing Agent, City of 

Cambridge, City Hall prior to 11:00 a.m. on 05/20/2021. Chapter 30B requires that price proposals must 

be separate from technical proposals. Therefore, please make no reference to price in the non-price 

technical proposal. Failure to adhere to this requirement will result in disqualification. It is the sole 

responsibility of the proposer to ensure that the proposal arrives on time at the designated place. It is 

strongly recommended that proposals are mailed or Dropped off to the  locked drop box at the Rear 

Entrance of City Hall in advance of the due date and time. Late proposals will not be accepted.  

 

2. The signature of the authorized official(s) must be provided on all the proposal forms. All proposals 

should be double-sided in conformance with the City's recycling policy.  

 

3. The proposal should be organized and presented as directed. Accuracy and completeness are essential. 

The successful proposal will be incorporated into a contract; therefore, proposers should not make claims 

that they are not prepared to commit themselves to contractually.  

 

4. The Price Proposal Form must be completed as instructed. No substitute form will be accepted. Pricing 

must remain firm. The bid submitted must be without conditions or exceptions.  

 

5. Failure to answer any questions, to complete any form or to provide the documentation required will be 

deemed non-responsive and result in automatic rejection of the proposal unless the City determines that 

such failure constitutes a minor informality, as defined in Chapter 30B.  

 

6. All interpretations of the RFP and supplemental instructions will be in the form of written addenda to 

the RFP specifications. Requests for clarification or any questions about information contained in the RFP 

should be addressed in writing to:  

 

Elizabeth Unger, Purchasing Agent 

795 Massachusetts Avenue 

Cambridge, MA 02139 

 

or emailed to: Purchasing@cambridgema.gov. No requests or questions will be accepted after 11:00 a.m. 

on 04/23/2021. An addendum will be issued and posted to the Purchasing website notifying all bidders of 

the questions and answers.  

 

7. Proposals must be unconditional. However, prior to the proposal opening proposers may correct, 

modify, or withdraw proposals by written request to Elizabeth Unger, Purchasing Agent, City of 

Cambridge, Room 303, City Hall, 795 Massachusetts Avenue, Cambridge, MA 02139. A letter will be 

sufficient for withdrawal of a proposal up the date of the proposal opening. Any correction or 

modification to a proposal must be submitted in writing and in a sealed envelope labeled "RFP for 

Building Energy Use Disclosure Integrated Data Communications Management Platform.”  
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EVALUATIONS OF THE PROPOSALS  

All non-price proposals will be reviewed by the Evaluation Committee in accordance with M.G.L. 

Chapter 30B. Final selection will be based on evaluation and analysis of the information and materials 

required under the RFP, including information obtained by direct contact with references. The Evaluation 

Committee will be composed of staff from the City. 

 

The City reserves the right to use itself as a reference and contact references other than those submitted by 

the proposer. 

 

Proposals that meet the Quality Requirements will be reviewed for responses to the Comparative 

Evaluation Criteria. Each member of the Selection Committee will assign a rating of Highly 

Advantageous, Advantageous, Not Advantageous to each comparative evaluation criterion. Based on 

these evaluation criteria ratings, a composite rating by the evaluation committee will be determined for 

each proposal. 

Each proposer will be asked to participate in an on-site or, if not possible, a video interview. The project 

manager and Evaluation Committee shall participate in the interview. Interview participants will be 

expected to answer questions from the Evaluation Committee. The City will not assume any travel or 

other costs related to these interviews. 

 

After the evaluation of the non-price proposals is complete, the price proposals will be opened by the 

Purchasing Agent who shall determine the most advantageous proposal. The City will award the contract 

to only one responsive and responsible proposer submitting the most advantageous proposal taking into 

consideration the proposals’ quality requirements, evaluation criteria and composite ratings, references 

and price. Before awarding the contract, the City may request additional information from the proposer. 

The City reserves the right to reject any and all proposals, in whole or in part, if it determines that 

rejection serves the best interest of the City. 

PROPOSAL SPECIFICATION AND PREPARATION  

All information in the proposal should be organized and presented as directed below. Accuracy and 

completeness are essential. The successful proposal will be incorporated into a contract. The proposal 

should provide a straightforward and concise description of the proposer's commitment and ability to 

perform the services described in this document. To expedite the evaluation of proposals, it is essential 

that the proposer strictly adhere to the instructions in this part. A proposal may be deemed to be non - 

responsive, at the Purchasing Agent’s discretion, if the proposer fails to comply with the following 

instructions.  

 

SUMMARY  

The introductory portion of the proposal must include a letter of Transmittal signed by the individual 

authorized to bind the proposer contractually. The letter must include: the name of the individual(s) who 

is/are authorized to negotiate and sign a contract on the proposer’s behalf; the name, title, address and 

telephone number of the individual(s) who can supply additional information and a brief description of 

the overall services proposed. The signature of the authorized official (s) must be provided on all the 

proposal forms. All proposals should be double sided in conformance with the City's recycling policy.  

Failure to answer any question, to complete any form, or to provide the documentation required will be 

deemed non-responsive and result in automatic rejection of the bid unless the City determines that such 

failure constitutes a minor informality, as defined in Chapter 30B.  
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QUALITY REQUIREMENTS  

A “no” response, any change or alternation to, or a failure to respond to any of the quality requirements 

will result in a rejection of your bid. Proposers must use the form provided in this document.  

RESPONSES TO COMPARATIVE EVALUATION CRITERIA  

This portion of the proposal is intended to present a description of the proposer’s qualifications. The 

proposer should respond briefly to each item listed in the Comparative Evaluation Criteria and include all 

requested documentation. When preparing this portion of the proposal, the proposer should clearly 

identify and respond to each comparative evaluation criteria.  

 

PRICE PROPOSAL FORM  

The Price Proposal Form must be completed as instructed. No substitute form will be accepted. Pricing 

must remain firm throughout the contract. The Price Proposal Forms must be submitted in a separate, 

sealed envelope to the Purchasing Department. The proposer must make no reference to pricing in any 

other part of the proposal. Failure to adhere to this may result in disqualification of the proposal. 

 

Anti-collision and Tax Compliance Certification 

A signed copy of the form must be submitted with RFP 

 

Cori Compliance Form 

A signed copy of the form must be submitted with RFP 

 

Wage Theft Form 

A signed copy of the form must be submitted with RFP 
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Request for Proposals 

Building Energy Use Disclosure Integrated Data and Communications Management Platform 

Background 

The City of Cambridge’s Building Energy Use Disclosure Ordinance (BEUDO) is a critical source of 

data-driven insights to the City, property owners and property managers on how to reduce energy use 

and costs and furthers the City’s goal to be carbon neutral.   

The City’s BEUDO was passed by City Council in 2014.  It requires buildings on parcels of over 25,000 

square feet and residential buildings on parcels with over 50 units to report their buildings’ annual energy 

and water use via reports from EPA’s Portfolio Manager.  While the ordinance applies at the parcel level, 

the City requests reporting at the building level when possible.   

There are approximately 1,200 buildings covered by the ordinance.  The City collects roughly 600 to 700 

Portfolio Manager reports for these buildings, with each report containing about 250 variables.  The City 

now has 5 years of reports covering annual energy and water use from 2015 to 2019.   

The reports are currently used primarily for tracking compliance. Approximately 35% of the properties 

have reports and data that can be analyzed for trends over the 5 reporting years, and the City has begun 

using the Portfolio Manager reports submitted over time to generate Building Report Cards that highlight 

key energy use and emissions trends for individual reporters over the course of 1 or more years.  The City 

is also pursuing an amendment to the Building Energy Use Disclosure Ordinance that would require 

reporting properties to meet emissions reductions targets over time. The Portfolio Manager reports, as 

well as other administrative tools and processes used for tracking BEUDO compliance will be 

instrumental in administering performance amendments.  

 

Goal 

The City of Cambridge is seeking a vendor that can provide an integrated relational database and 

communications platform and populate the platform with annual reporting data that has been collected 

since the first year of reporting in 2015.  The platform will be used to administer the BEUDO ordinance 

and improve operational efficiency of administration. To support this goal the City  would like to enter 

into a one (1) year contract with two (2), one (1) year options to renew. Options to renew are at the sole 

discretion of the City. The City estimates a budget to support the 1st year contract to not exceed $130,000. 

BEUDO administration, enforcement, communications and analysis currently involves several different 

processes and data sets, including compiling covered properties from assessor’s data, collecting and 

updating property manager contact information, downloading reports with annual building operations and 

energy use data, determining and tracking compliance status, and communicating with property owners or 

managers about compliance.  This is accomplished using several different tools, including but not limited 

to  

• ArcGIS 

• Survey Monkey 

• Excel 

• Microsoft mail merge 

• Microsoft outlook 

• EPA Portfolio Manager 

 

6



 

 

Manual processes have been used to collect and manage this information in a way that relates back to a 

single reporting building or property.     

 

The patchwork of manual and single purpose processes and tools requires staff and consultants to expend 

valuable time on the mechanics of managing all of the data and communications related to building 

performance and customer interactions, rather than working to develop useful programs and policies to 

support building owners in identifying and executing energy saving actions. 

 

The  proposed platform should improve the City’s management of data and communications related to the 

benchmarking ordinance, ensure high confidence in the data quality, and create a solid foundation that 

can support additional administrative tasks associated with building performance requirements.  To this 

end the City is seeking proposals for delivery of a relational database and communications management 

platform , that is fully operational and populated with historic covered property lists, contact information 

for covered properties, and annual Portfolio Manager reporting data. 

 

 

Scope of Services, Specifications & Deliverables 

 

Services 

The vendor shall provide, test, and fully implement an integrated platform for administering the current 

BEUDO ordinance.  

 

1. Platform Set-Up and Testing. The vendor shall test the platform on a subset of data, comprising 

the most recent two (2) years of  BEUDO administration data , to confirm that the platform 

performs all functions as expected.  The vendor shall provide the City with a log and summary 

report of any errors or issues encountered, as well as corrective actions taken.  This shall be 

completed, provided to the City for review, comment, and approval prior to populating the 

platform with all BEUDO historical records.  

 

2. Full Platform Implementation. The vendor shall then complete the platform implementation by 

importing and populating the database with remaining records necessary for BEUDO 

administration.  These records should be manually spot checked to ensure records are correctly 

matched and associated in the platform. The vendor shall provide an updated log and summary 

report of any errors or issues encountered, as well as corrective actions take.   

 

Please refer to Appendix A for a summary of the types and number of files and records that should be 

imported and matched in platform. 

 

Specifications 

The platform should automate as many of the administrative functions as possible, allow for manual 

execution of functions and manual override of data if necessary, and be user friendly and intuitive to use. 

 

The platform will, at minimum, provide the following essential functions. 

 

• Import of covered properties list and associated data 

• Import of Portfolio Manager reports 

• Ability to match data and communications records over time to a single covered property 

• Tracking ordinance compliance status, including reasons for non-compliance such as exempt 

properties 
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• Automated QA/QC of Portfolio Manager reports and other compliance data submissions with 

parameters that can be customized and easily adjusted by the City 

• Customer Relationship Management, including ability to create email templates, automated email 

notifications, and communications logs of incoming and outgoing communications.   

• Database for storing all data, records and communications associated with a Covered Property 

• Ability to easily export all data stored in the database 

 

The City prefers a vendor hosted platform but will consider proposals in which the platform is hosted by 

the City.  

 

The City shall retain ownership of all data stored in the platform.  

 

The platform shall provide City staff and those working on behalf of the City, at the City’s discretion, 

with direct access to the platform for at least 10 users to perform all administrative tasks using the 

platform tools and the information stored in the database. 

 

The City is seeking a data and communications management platform only.  It is not seeking any staff 

support for annual compliance cycle administrative support, or help desk like services related to 

benchmarking ordinance, such as a call center. The City has a current contract for helpdesk services and 

plans to hire a full-time staff to manage ongoing administration of the ordinance.  

 

Deliverables 

1. An operational Building Performance Reporting Platform per the services and specifications 

above 

2. A platform that allows for access for at least 10 users 

3. A log and summary report of errors and or issues encountered during both the setup and testing 

and full implementation of the platform, and the corrective actions taken. 

4. A user guide for using the platform to perform the administrative tasks of the ordinance.  

 

Ordered Alternates 

The platform may provide additional, but non-essential functionality.  If provided by the platform, these 

functions may be added to the scope of work, at the City’s discretion as ordered alternates.   

Examples of non-essential functionality include but are not limited to the following: 

 

• Tools for calculating and tracking emissions performance over time and determining compliance 

with performance standards  

• Ability to group individual reports into a portfolio for determining compliance 

• Ability to generate, pre-fill, distribute, collect, and manage forms associated with covered 

property (e.g. data templates) 

• Ability to import data directly from utilities 

• Ability to collect and store ordinance compliance related documents associated with a covered 

property (e.g. documentation for verified energy product purchases such as renewable energy or 

renewable energy credits). 

• Tools for providing actionable information to covered properties, for example report cards, or 

recommended energy improvements 

• Tools for disclosing benchmarking results to the general public, for example via web maps and 

dashboards 

• Updating contact information for covered properties 

• Tools to automate the identification and import of covered properties to the platform 

8



 

 

 

Proposal Submission Requirements 

Proposals must provide the following:  

• Description of how the proposed platform delivers each of the essential functions outlined in the 

Scope of Work, including the platform’s ability to automate, customize and execute manual 

override for each function. 

• Description of which, if any of the non-essential functions outlined in the Scope of Work can be 

provided by the platform, including the platform’s ability to automate, customize and execute 

manual override for each function. 

• What language is used for the database. 

• How the platform enables access to City users to perform administrative tasks  

• An outline of the vendor’s approach to completing the Scope of Work including: 

o How the vendor will ensure all deliverables are met 

o Team member resumes and their assigned roles and responsibilities for this project 

o A timeline for the project, with consideration towards the City’s annual compliance 

timeline. See Appendix C for the administrative timeline for the ordinance. 

• The vendor’s process and schedule for maintaining and updating the platform, including release 

notes such as bug fixes, enhancements, and rollback plans if necessary. 

• The vendor’s experience designing and providing relational database platforms. 

• At least one example of a platform that represents work completed by the proposer that includes a 

weblink, and access credentials if needed, to a live platform for the evaluation committee to 

examine outside the presence of the proposer. This will not be a guided demonstration.  

• The vendor’s approach to data security, including access control, backup, and recovery 

• How the data and records stored in the platform can be exported and retained by the City, should 

the City decide to stop using the platform.  
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Vendor Qualifications 

The vendor should have significant expertise and experience in software and database tools for relational 

database management, communications management, and data analysis, as well as expertise and 

experience integrating such tools through platform design and implementation. Ideally, the vendor would 

have experience specific to the building sector, as well as experience creating this type of platform for 

other municipalities with a building energy disclosure ordinance.  

In order for a proposal to receive further consideration, the proposer must unconditionally check 

“Yes” to each of the Quality Requirements below.  The City shall reject in its entirety the proposal 

of any proposer who fails to check “Yes” or who modifies, qualifies or limits its affirmative 

response in any way.  

 Quality Requirements   

   

1. The vendor has the capacity and expertise to complete all deliverables put forth in the Scope of 

Work.  

Yes  No 

 

2. The vendor has described how the platform will deliver all of the essential functions as outlined 

in the Scope of Work 

Yes  No 

3. The vendor has described the approach they would take to complete the scope of work and 

deliverables including a timeline, and key roles and responsibilities of staff working on the 

project.   

Yes  No 

 

4. The vendor has relevant and recent (recent being within the past 3 years) experience evaluating 

current workflow processes to identify opportunities and tools that would allow for integration, 

automation and streamlining of processes.   

 

Yes  No 

 

5. The vendor has relevant and recent (recent being within the past 3 years) experience designing 

integrated data and communications platforms for a municipality. 

 

       Yes  No 

 

6. The vendor has recent and relevant (recent being within the past 3 years) experience 

implementing integrated data and communications platforms.  

 

Yes  No 

 

7. The vendor provided in their proposal submission a weblink, and access credentials if needed, for 

at least one example of a platform it has implemented. 

 

Yes  No 

   

 

 

This Form Must Be Submitted With The Non-Price proposal  
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COMPARATIVE EVALUATION CRITERIA 

 

Only proposals determined by the Purchasing Agent to meet all quality requirements and to be legally 

responsive, shall be evaluated according to the comparative evaluation criteria set forth in this section. An 

Evaluation Committee designated by the Purchasing Agent shall prepare written evaluations for each 

proposal. The Evaluation Committee shall assign a rating of “Highly Advantageous,” “Advantageous,” or 

“Not Advantageous” to each criterion. 

 

Vendor Interviews 

 

Proposers meeting the Quality Requirements shall participate in a one-hour interview with the 

Evaluation Team.  The City of Cambridge expects the team that will be assigned to this specific 

contract to be present and participate in the interview process. This includes the project manager and 

all other relevant staff.  

The interviews will take place via Zoom, and a Zoom  link will be sent to proposers.  

 

Comparative Evaluation Criteria   

   

1. Demonstrated experience evaluating current workflow processes  

   

Highly Advantageous   

The vendor has submitted at least 1 example of a project for which they evaluated workflow 

processes for a municipal energy disclosure ordinance.  

   

Advantageous   

The vendor has submitted at least 2 examples of projects for which they evaluated workflow 

processes for a municipal ordinance.  

   

Not Advantageous   

The vendor has submitted at least 1 example of a project for which they evaluated workflow 

processes.   

 

   

2. Demonstrated experience designing integrated database management and communication 

platforms  

   

Highly Advantageous   

The vendor has submitted at least 1 example of a project for which they designed an integrated 

database management and communication platform for administration of a municipal energy 

disclosure ordinance.  

   

Advantageous   

The vendor has submitted at least 2 examples of a project for which they  

designed an integrated database management and communication platform for  

administration of a municipal ordinance or program.    

 

Not Advantageous   

The vendor has submitted at least 1 example of a project for which they designed an integrated 

database management and communication platform  
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3. Demonstrated experience implementing an integrated database and 

communications platform  

  

Highly Advantageous   

The vendor has submitted at least 1 example of a project for which they successfully 

implemented an integrated database management and communication platform for administration 

of a municipal energy disclosure ordinance.  

   

Advantageous   

The vendor has submitted at least 2 examples of a project for which they successfully 

implemented an integrated database management and communication platform for administration 

of a municipal ordinance or program.  

Not Advantageous   

The vendor has submitted as least 1 example of a project for which they successfully 

implemented an integrated database management and communication platform.  

 

   

4. Demonstrated experience developing platforms that are adaptable to future needs  

 

Highly Advantageous   

The vendor has submitted  at least 1 example of a project for which they developed an adaptable 

platform for administration of a municipal energy disclosure ordinance.  

   

Advantageous   

The vendor has submitted at least 2 examples of projects for which they developed an adaptable 

platform for administration of a municipal ordinance or program.    

 

Not Advantageous   

The vendor has submitted at least  1 example of projects for which they developed adaptable 

platforms.  

  

 

5. Demonstrated experience developing relational database platforms  

  

Highly Advantageous   

The vendor has submitted at least 2 examples of a project for which they developed a platform 

that matched data records from different data sources, enabled queries, and retained user access 

to raw data records,  at least 1 of which was specific to building data. 

  

Advantageous   

The vendor has submitted at least 2 examples of projects for which they developed a platform that 

matched data records from different data sources, enabled queries in plain language, and retained 

user access to raw data records.  

   

Not Advantageous   

The vendor has submitted at least 1example of a project for which they developed a platform 

that enabled queries in plain language and access to raw data records. 

 

6. Demonstration of essential functions of the platform.  
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The platform provided by the vendor to the City will be evaluated against the following criteria: 

a. Automation of essential functions 

b. Customization of functions to meet the City’s needs 

c. Flexibility in overriding automation with manual processes if needed 

 

Highly Advantageous  

The platform provided by the proposer meets all 3 criteria. 

 

Advantageous  

The platform provided by the proposer meet at least 2 of the criteria. 

 

Not Advantageous  

The platform provided by the proposer meets less than 2 of the criteria. 

 

 

7. Demonstration of non-essential functions of the platform. 

 

Highly Advantageous 

The platform has demonstrated the ability to perform all of the non-essential functions 

 

Advantageous 

The platform has demonstrated the ability to perform some but not all of the non-essential 

 functions 

 

Not Advantageous 

The platform has not demonstrated ability to perform any non-essential functions 

 

 

8. Platform hosting 

 

Highly Advantageous 

The vendor has indicated that hosting services will be provided by the vendor 

 

Advantageous 

The vendor has indicated that the City must  host the platform 

 

 Not Advantageous 

             The Vendor has not indicated whether they provided hosting services, or that the City is   

expected to host the platform 

 

 

9. Database language 

 

Highly advantageous 

The vendor has indicated that SQL can be used to query the relational database 

 

Advantageous 

The vendor has indicated that the relational database can be queried 

Not Advantageous 
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The vendor has not indicated that the relational database can be queried 

 

10. Demonstration of a user-friendly platform.  

The platform example provided by the vendor to the City will be evaluated against the following 4 

criteria: 

d. Visually pleasing 

e. Intuitive to navigate 

f. Uses clear and plain language 

g. Operations and tasks supported by the platform and easy to find and execute 

Highly Advantageous 

               The platform provided by the proposer meets all 4 criteria. 

 

Advantageous 

The platform provided by the proposer meet at least 3 of the criteria. 

 

Not Advantageous 

The platform provided by the proposer meets less than 3 of the criteria. 

 

11. Interview  

 

The City of Cambridge expects the team that will be assigned to this specific contract to be 

 present and participate in the interview process. This includes the project manager and all other 

 relevant staff. 

 

Highly Advantageous 

Vendor’s presentation was clear, succinct, demonstrated clear understanding of what is  

 required to complete the scope of work, demonstrated familiarity with the City’s  

Building Energy Use Disclosure Ordinance and demonstrated vendor team cohesion. 

 

Advantageous 

Vendor presentation was clear, succinct, demonstrated clear understanding of what is  

required to complete the scope of work, but either did not demonstrate familiarity with the 

 City’s Building Energy Use Disclosure Ordinance, or vendor did not demonstrate team cohesion. 

 

Not Advantageous 

Vendor presentation was not clear and succinct, or provided limited demonstration of  

 understanding of the scope of work or of the City’s Building Energy Use disclosure  

ordinance. 
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12.  Timeline proposal  

Highly Advantageous  

The vendor has included a timeline that describes a process for development that 

aligns with the timeframes for administration of Cambridge’s annual reporting. 

   

Advantageous   

The vendor has included a timeline for the project but does not describe a process for 

development that aligns with the timeframe for administration of Cambridge’s annual reporting. 

   

Not Advantageous   

The vendor has not included a timeline for the project or does not describe a process for 

development that aligns with the timeframe for administration of Cambridge’s annual reporting. 
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Appendix A - Information on Cambridge BEUDO Administrative Processes 

• Cambridge Implementation Plan 

• BEUDO Procedures & Processes doc 

• Summary of administrative documents and reporting records 

• https://www.cambridgema.gov/CDD/zoninganddevelopment/sustainablebldgs/buildingenergydisc

losureordinance 

Appendix B - IMT Report 

• Sample Specifications for a Buildings Performance Reporting Software Program 

 

Appendix C - Administrative Timeline for BEUDO 

September – December 

• Compile master list of properties covered by the ordinance for the current reporting cycle 

• Update contact info for covered properties 

• Draft and mail notification letters for properties required to comply with the ordinance 

January – April 

• Final covered property list and map is posted to the website 

• Data request template is created and posted to the website 

• Compliance reminder emails are sent to property contacts 

• Communication and help desk support for properties preparing to submit reports by the May 1st 

deadline 

May - September 

• Reporting deadline 

• Follow up communications with non-complying properties 

• Data quality control 

• Data analysis and publishing of reports 
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Appendix A - Information on Cambridge BEUDO Administrative Processes 

• Cambridge Implementation Plan 

• BEUDO Procedures & Processes doc 

• Summary of administrative documents and reporting records 

• https://www.cambridgema.gov/CDD/zoninganddevelopment/sustainablebldgs/buildingenergydisc

losureordinance 
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Introduction 

Amended BEUDO Implementation Plan 

The City of Cambridge Community Development Department (CDD) proposed a Building Energy 

Use Disclosure Ordinance (BEUDO) to track and report energy and water consumption of large 

properties, which was enacted by the Cambridge City Council in 2014. CDD intends to evolve the 

BEUDO process to include emissions reductions requirements, which will include enforcement 

actions related to compliance with performance requirements defined in the amended ordinance.  

The amended BEUDO process will involve tracking emissions reductions over time relative to a 

baseline emissions value. This report is structured to address key elements of how CDD will 

manage the program as a result of the added performance requirement. It suggests options and 

makes recommendations on how the existing processes should change, the resources and 

software capabilities required to support the changes, and key considerations for successful 

implementation and sustainment of the program.  

The report presents opportunities for improving management of the amended ordinance by 

significantly improving data collection and simplifying data validation, auditing, and reporting 

activities. However, it is not known at this time what approaches will be feasible for CDD to 

implement. For that reason, this report presents several options for CDD to consider with respect 

to the processes required and includes some of the benefits and disadvantages for each option. 

Given that a decision made concerning one option may have cascading software, business 

process, enforcement, or resource ramifications, it was not possible to present one single 

implementation process. 

The report includes several recommendations for specific changes to the ordinance. A summary 

of recommended ordinance changes are as follows: 

1. The draft of the amended ordinance currently only allows the baseline calculation to be 

derived from 2019/2020 or 2017/2018. We recommend also allowing 2018/2019. See 

DEFINITIONS, 8.67.10.2.a. 

2. Require property owners to provide backup documentation to CDD as part of setting 

their baselines. 

3. Define subsequent violations subject to a fine for non-reporting requirements.  

4. Include the time property owners have to comply with formal warning. 

5. Include specific duration of penalties. 

6. Include inaccurately reported data as a specific event of non-compliance. 

7. Specify penalty for non-submission of Energy Audit and Greenhouse Gas Emissions 

Reduction Plan. 

21



Introduction •  

ii 

8. Include whether submission of Energy Audit and Greenhouse Gas Emissions Reduction 

Plan defers any additional penalty. 

9. Specify enforcement method if performance requirements are still not met after two-

year period after submission of Energy Audit. 

The remainder of the report is structured with the following sections. 

Section 1 – Annual Data Entry and Data Validation 

CDD recognizes the importance of having confidence in the data being input into Portfolio 

Manager by the property owner. With the additional enforcement language in the ordinance, it is 

assumed that the City will require confidence in the reported data since fines will be levied based 

on it.  

This section includes options to simplify the data input process, and options for CDD to have 

greater confidence in the data through more robust validation methods. Portfolio Manager is 

assumed to remain the platform for data entry, with the validation options dependent in part on a 

future software solution.  

Section 2 – Baseline Validation 

This section focuses on the approach to validate the baseline emissions for properties. Since the 

performance requirement for emissions reduction is relative to the calculated baseline at the 

start of the compliance period, having confidence in the baseline value is critical. The discussion 

will include options for baseline emissions validation and auditing procedures. 

Section 3 – Data Management, Analysis, Reporting 

This section includes a discussion on the data management, analysis, and reporting required as 

part of the amended BEUDO process. The section outlines the steps in the process on an annual 

basis and CDD responsibilities. 

Section 4 – Enforcement 

This section includes discussion on enforcement mechanisms for property owners in non-

compliance with the ordinance requirements. In the event of non-compliance, CDD can issue 

penalties for property owners. The intent of this section is to provide options for consideration 

but does not include discussion or opinion on the legality of certain measures. 

Section 5 – Regulated Entity Support 

This section provides an overview of the resources currently available to property owners, and 

potential offerings that may be beneficial as the performance requirements are added to BEUDO.  

Appendix A – Software Plan 

The amended BEUDO process will require robust data management with the ability to track 

compliance consistently and accurately over time. This appendix provides functional 

requirements for the software (by topic) to successfully integrate with the amended BEUDO 

process.  
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Section 1 

Annual Data Entry and Validation 

As part of the existing BEUDO process, property owners enter energy use data into Portfolio 

Manager1 annually. CDD currently performs basic data checks through its helpdesk consultant, 

ICF. The data checks are designed to identify material issues with the data input by property 

owners into Portfolio Manager. The data checks are run on an annual basis to verify that inputs 

fall within predefined ranges, and to identify year-over-year information that has changed 

significantly.  

The existing data check focuses largely on promoting consistent annual reporting by property 

owners, not necessarily verification of the information for accuracy. As BEUDO requirements 

evolve from compliance with annual reporting to compliance with emission reduction thresholds, 

the CDD will need greater confidence that the energy usage values entered into Portfolio Manager 

are accurate and consistent with actual usage, and that the reporting of values is consistently 

covering the same building or portfolio as defined in the baseline year.  

This section provides some background on the current data and validation process and outlines 

options that may be possible to implement that both streamline the data input process for 

property owners as well as greatly improve CDDs confidence in the reported data.  

1.1 Current Data Entry and Validation Process 
The data for BEUDO largely resides in Portfolio Manager. The data input into Portfolio Manager is 

the responsibility of the property owner of a covered property. Typically, the property owner will 

compile utility bills and any other relevant documentation related to energy use, and manually 

enter the energy usage into Portfolio Manager. This process often involves property owner 

coordination with service providers to gather the relevant data for entry into Portfolio Manager 

to comply with BEUDO reporting requirements. Portfolio Manager has some limited entry 

validation checks2.  

After the data is entered, CDD’s helpdesk consultant, ICF, performs annual data checks. ICF 

annually exports data from Portfolio Manager and compiles the information in an Excel 

workbook. The Excel workbook is structured to include conditional formatting formula-driven 

checks to identify values that fall outside of a predefined range. Table 1 below summarizes the 

data checks performed by ICF. Note that the example dates in the table pertain to the current 

reporting year.  

 

 

___________________________________ 

1  ENERGY STAR Portfolio Manager is an online tool developed by the EPA for energy measurement and tracking in 
commercial buildings. See https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-
portfolio-manager. 

2 https://www.energystar.gov/buildings/tools-and-resources/list_portfolio_manager_alerts. 
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Table 1. ICF Data Review 

Data Checks Condition for Flagged Value 

Duplicate Reports 
Duplicate Property ID: in this case the latest report should be used, not the 
earlier report. 

Building ID 
Any value that doesn’t have a dash or that has a value of “Not Available” is 
highlighted. 

New Construction 
Any value that has a Year Built date of 2019 is highlighted, they are not subject 
to BEUDO in the 2020 reporting year. 

In Cambridge Any value that is not “Cambridge” 

Metered Areas  Any value that is not “Whole Building" for energy and water 

Water Current Date and Energy 
Current Date 

Any value before “12/31/2019” is highlighted 

Estimated Data Flag Any value that is not "No" for Electricity and Natural Gas 

Site EUI Any value <20 and >900 

Weather Normalized Site EUI Any value <20 and >900 

Source EUI Any value <40 and >900 

Alerts:  

▪ Energy Meter has single 
entry 

▪ Energy Meter has Gas 

▪ Energy Meter has overlaps 

▪ Energy Meter has less 
than 12 full calendar 
months of data 

▪ No meters selected for 
metrics  

Any value that is not "Ok" 

Water Use Intensity Any value <10 and >500 

Percent Change in Source Energy 
Use From Prior Year (these 
values are calculated using 
formulas) 

Any value >= 50% 

Percent Change in Water Use 
From Prior Year (these values are 
calculated using formulas) 

Any value >= 50% 

Historical Data Submissions 

Any value that is “No” is highlighted. (While this is flagged in our Data Quality 
Checks, submission of historical data is not required. We follow up with 
reporters if they are missing historical data to see if they have access to the 
information and are willing to submit it. If they do not, they are still marked 
compliant for the current reporting year). 

 

Table provided by ICF. 

 

The existing data checks provide value to CDD by identifying any anomalous input data and 

allows CDD to focus on likely user input errors. CDD can focus its efforts on contacting property 

owners who are responsible for the inputs that have failed the defined data checks. This allows 

CDD to limit the resources required to correct inconsistent data and in theory identify property 

owners who are non-compliant with reporting requirements, which is the main focus of the 

existing BEUDO process.  
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However, there is no mechanism in the existing approach to allow CDD to validate the entered 

usage data compared to actual usage. The existing process checks the usage inputs relative to 

predefined ranges only and does not provide CDD with the capability of knowing whether the 

usage data entered into Portfolio Manager by the property owner is in fact consistent with actual 

usage. As CDD shifts towards enforcement of compliance with emissions reductions, which is 

driven by energy usage input, CDD needs to have confidence in the usage data being entered.  

The following sections outline potential options for revising the data input and validation process, 

with a discussion on the benefits and disadvantages of each.  

1.2 Data Entry and Validation Options 
The potential options for revision to the data input and validation process are centered around 

two main factors – simplification of the data input process, and improved CDD validation and 

auditing capabilities. For all options, it is assumed that Portfolio Manager will remain the 

platform for data entry. Portfolio Manager provides CDD with the necessary data, and many 

property owners are now familiar with it.  

The following options are each described in detail in this section of the report: 

▪ Option 1 – No changes to how property owners report data. No meaningful improvements 

to CDD’s ability to verify the reported data. 

▪ Option 2 – All consumption data is sent to both property owners and CDD by the service 

providers. 

▪ Option 3 – Some consumption data is sent to both property owners and CDD by the service 

providers. Remainder is entered by property owners per the existing process. 

1.2.1 Option 1 – Existing Process 
This option largely follows the current process. 

Annual Data Entry 

The property owners would be responsible for gathering relevant energy use data from service 

providers, and property owners would enter the energy usage information into Portfolio 

Manager. CDD would have at most a very limited role in the data input process, relying on 

property owners to timely report accurate energy use. CDD would continue to provide a helpdesk 

contact for technical issues with Portfolio Manager as part of the data entry process.  

In this case, neither CDD nor property owners would see a change to the data entry process. 

Because most property owners are already complying with the annual reporting requirements, 

we do not anticipate that additional data entry support would be required. The technical support 

for Portfolio Manager, currently provided by ICF, would be appropriate to continue. 

Annual Data Validation 

The annual data validation following the current approach would include identifying obvious data 

issues by comparing values against a predefined set of ranges and thresholds. With improved 

software tools the data checks could be automated but the analysis would still be limited to 

25



Section 1 • Annual Data Entry and Validation 

1-4 

comparing current year Portfolio Manager data against values from previous years to flag any 

potential anomalies. Without consumption data from service providers, CDD is largely trusting 

property owners to input accurate data. CDD would be able to check for outliers, however would 

have no ability to confirm the usage outside of a full audit.  

The current data validation task is currently performed through a contract with ICF, so the level 

of resources required would largely be the same assuming ICF continues the data checks as 

currently performed.  

Periodic Audits 

CDD would perform periodic audits over the compliance cycle as CDD deems necessary. In the 

event of an audit, CDD would request the documentation and the property owner would be 

required to provide all relevant materials to allow CDD to independently calculate and verify the 

energy use information. Since property owners are solely responsible for entering data, CDD 

would require that the property owners maintain the backup documentation used to arrive at the 

energy use data that is entered into Portfolio Manager.  

Option 1 Summary 

This option is essentially the current state. Property owners would see no material change to the 

process, other than retaining backup documentation for a longer period. CDD would continue 

basic annual data checks through the existing method and would be able to audit as many or as 

few of the properties as appropriate each year. The potential threat of an audit may compel 

property owners to report accurate data. This option may require additional resources or 

investment by CDD, with the level of additional resources dictated by the number of audits CDD 

chooses to carry out.  

This option provides CDD with the least confidence in the reported data and is the most difficult 

to execute from an auditing perspective due to the manual processes required. The process relies 

on the property owners to report accurate data and other than the current checks that identify 

large changes from year to year, CDD has no ability to easily validate the information provided.  

Auditing would be difficult to execute, as CDD would need to request the backup documentation 

from the property owner, and then CDD would have to manually review the information, perhaps 

going back several years. In certain instances, it may not be immediately clear how the property 

owner aggregated or disaggregated data, and it may involve a review of monthly utility bills. If the 

goal of CDD was to complete an audit of all properties over a 5- or 7-year compliance cycle, from a 

practical standpoint this is likely not feasible for CDD to accomplish internally. To have 

confidence in the data used for enforcement, CDD may have to outsource the audits or consider 

requiring property owners to receive a third-party certification.  

1.2.2 Option 2 – Data Sent by Service Providers 
In this option, available data from service providers would be sent to both the property owners 

and CDD. CDD would generate a template, pre-filled with data from service providers, and send to 

covered properties/property owners for review. Property owners would review the data to 

ensure that it is comprehensive and accurate, add any renewable energy purchases, and then bulk 

load the information into Portfolio Manager. CDD, through appropriate software tools, could then 
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automatically audit the property owners’ reported data on an annual basis and follow up with 

property owners whose reported data meaningfully differs from what the service providers 

reported. CDD doesn’t necessarily need to generate the template and provide it to property 

owners as is suggested above, but issuing the template to property owners may provide the 

following benefits: 

1. One document, provided by CDD, will guide them through their annual reporting 

requirements (property data, consumption information, renewable energy purchases, 

and explanations related to differences between service provider and reported 

consumption). 

2. Consumption information will be formatted for property owners to bulk load it directly 

into Portfolio Manager following their review. 

3. Some property owners may view the prefilled template as an additional service that 

CDD is providing to make the annual reporting requirements easier to perform. The 

service provider data property owners would receive may not be formatted for loading 

into Portfolio Manager, but the BEUDO software that generates the templates could 

convert, aggregate, and/or reformat the data to meet Portfolio Manager data loading 

requirements so that property owners don’t have to. 

4. Controlling the format of the usage data that properties review, enter into Portfolio 

Manager, and provide to CDD will improve auditing capabilities and reduce the need for 

property owners to retain backup documentation because CDD will have everything it 

needs to be confident in the reported data (i.e., service provider data, property owner 

adjustments, explanations/justification of changes). 

Annual Data Entry 

CDD would receive energy use data directly from all service providers and would store the 

information in its BEUDO management software for trending, analysis, and auditing. CDD, 

through its BEUDO software, would then provide property owners with a data template for 

review that can be used to bulk load all consumption related data into Portfolio Manager as well 

as provide updated property related information and renewable energy purchases back to CDD. 

This would provide a benefit to the property owner by having a single location where the data 

would go to and be stored and would eliminate the need for property owners to compile all usage 

data each year. The generation and distribution of the templates could be automated by the 

BEUDO software so the use of the templates may not require any additional CDD resources. 

Property owners would be responsible for reviewing the information provided by CDD to ensure 

that it is accurate. Any changes identified by the property owner would require an 

explanation/justification submitted to CDD through their updated data template. The property 

owner would also be responsible for adjusting consumption to account for Avoided Emissions 

(on-site/off-site). The property owners would verify the property data provided by CDD and 

make any needed adjustments in the template. The property owners would then bulk load the 

energy usage data into Portfolio Manager and provide the updated data template back to CDD for 

loading into the BEUDO software. The software could support automated data validations of 

energy use data against the service provider data and reported property information against the 
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data currently on file. Changes in property information could trigger email notifications to other 

groups within the City. 

With respect to the data entry process, the property owners would benefit by being provided the 

information by the CDD in a format ready for input into Portfolio Manager, eliminating the need 

for annual data retrieval process through the service providers and/or utility bills. CDD would 

likely still need to provide technical support as a resource to property owners, but the use of that 

resource may be reduced if property owners are provided a data template with appropriate 

information that can be bulk loaded into Portfolio Manager.  

Annual Data Validation 

Annual data validation/checks would both be very greatly improved (because CDD would no 

longer be limited to comparing consumption data to general ranges – See Table 1) and greatly 

streamlined (through automated comparisons of the consumption data coming from the service 

providers against the data reported by the property owners). While an upfront investment in 

software tools will be required, the changes will likely reduce the resources that CDD would 

require annually for data validation and significantly improve CDD’s confidence in the reported 

data.  

Periodic Audits 

This option provides CDD the ability to audit inputs from Portfolio Manager against the source 

data, which would give CDD more confidence in the reported data and any associated 

enforcement actions. It would greatly reduce the effort and CDD resources required to perform an 

audit if all data has already been submitted to CDD by the service provider. Since CDD would 

receive the service provider data directly, property owners should be less inclined to manipulate 

their usage data to achieve their reduction requirements and may be more motivated to ensure 

the accuracy of usage data inputs. This may reduce the number of audits (and resources) CDD 

would require over the compliance period, while receiving some additional confidence in the 

entered data. Renewable energy purchases reported in the annual data templates provided to 

CDD may however require some validation since CDD may not receive information related to 

those purchases from the providers. 

Option 2 Summary 

This option is the best-case scenario for data input and validation. From a building owner 

perspective, Option 1 essentially tries to get building owners to accurately report consumption by 

threatening audits. It also provides few resources to help property owners comply with those 

annual requirements. Option 2, by contrast, removes much of the need to audit, reduces property 

owners’ backup documentation requirements, and simplifies the effort involved in annually 

reporting consumption data.  

While this option provides significant benefits to both CDD and property owners subject to the 

ordinance, it would also be the most complicated to implement. However, with a custom BEUDO 

software solution that is aligned with this process and CDD’s requirements, this option may not 

require more CDD resources to sustain than are currently available. Implementing this approach 

would involve agreement from all property owners and service providers to provide data directly 

to CDD. This is likely to take the form of signed authorizations from property owners, but the 
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willingness of the various service providers to send the data to CDD on an annual basis is not 

known. CDD may investigate the options the service providers may be able to offer, such as an 

inclusion for automatic sharing as part of disclosure documents. Property owners may be 

convinced to sign the authorizations because their obligations to annually report data in Portfolio 

Manager would be greatly simplified. 

1.2.3 Option 3 – Some Data Sent by Service Providers 
In this option, some data from service providers would be sent to both the property owners and 

CDD. This option combines the approaches from Option 1 and Option 2 and is perhaps the most 

realistic scenario because some service providers may not share data with CDD and some 

property owners may not sign the necessary authorizations. Where data is available from service 

providers, property owners and CDD follow the approach discussed in Option 2. For properties 

where data was not directly available from service providers, the approach would follow 

Option 1. 

Annual Data Entry 

CDD would receive energy use data directly from service providers for some properties (e.g. 

those who have signed an authorization form), and the approach would follow the process 

described in Option 2. CDD would store the information in its BEUDO management software for 

trending, analysis, and auditing. For those properties, CDD would then be able to provide 

property owners with a report or data template for review that can be used to bulk load all 

consumption related data into Portfolio Manager as well as provide updated property related 

information back to CDD.  

For property owners who have allowed CDD access to service provider data, property owners 

would be responsible for reviewing the information provided by CDD and adjusting consumption 

to account for Avoided Emissions (on-site/off-site). The property owners would also verify the 

property data provided by CDD, and either confirm the information or notify CDD of any required 

updates. The property owners would then update the property information and bulk load the 

energy usage data into Portfolio Manager.  

For property owners who have not allowed CDD access to direct service provider data (or where 

the access is not feasible), the approach would follow the current process outlined in Option 1.  

CDD would likely still need to provide technical support as a resource to property owners, but the 

use of that resource may be reduced proportionally by the amount of property owners for whom 

direct service provider data is available, since those property owners would be provided a data 

template with appropriate information for entry.  

Annual Data Validation 

For the property owners who have allowed CDD access to service provider data, the annual data 

validation/checks would be reduced based on the same benefits realized in Option 2. The 

resources that CDD would require annually for data validation may be reduced proportionally by 

the amount of property owners who have provided CDD direct access to service provider data.  

For the property owners who have allowed CDD access to service provider data, CDD would 

maintain general property information through City GIS and Assessor’s databases and receive all 
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of the usage data directly from service providers. These property owners would not be required 

to maintain the 7 years’ worth of backup documentation. The property owners who have not 

provided CDD access to service provider data (or where it is unavailable) would be required to 

follow the process outlined in Option 1. The property owners would be required to maintain 7 

years’ worth of documentation. CDD would likely need to implement some level of data validation 

for these properties beyond what is currently done, since CDD does not have direct access to the 

underlying energy use data.  

Periodic Audits 

This option would require CDD perform periodic audits, since not all information would be 

received directly through service providers. Property owners would be required to maintain 

backup documentation where direct service provider data is not remitted to CDD or is 

unavailable. However, for any property owners for whom direct service provider data is 

available, CDD would be able to perform automated checks against source data (described in 

Option 2), which would reduce some of the effort and resources CDD would require.  

Option 3 Summary 

This option acknowledges the potential difficulty in getting all service providers to share 

information with CDD and in getting all property owners to agree to sharing the information. 

Over time more service providers and property owners may support/elect Option 2, but as CDD 

implements the amended ordinance this blended scenario is more likely. The process diagrams in 

Section 3 illustrate how Option 3 would likely be executed on an annual basis. 

1.3 Consumption Data Form/Template 
A suggestion for the improvement of the existing data input process is for CDD to develop a 

consumption data entry form or template, that could be prepopulated with energy data from the 

service providers, where available. The alternative to an electronic document (e.g., Excel) would 

be a web form hosted by CDD that property owners could access. But property owners may still 

have to export the data, import it into Portfolio Manager, and provide the data to CDD. While it 

would eliminate the need to generate and distribute files to the property owners (which likely 

could be automated), it would require some development effort and ultimately may not eliminate 

the need for a file to be generated.  

Recommendations for the form:  

1. Make it consistent for all property owners 

2. Multiple tabs, one for each service provider or utility type. For example, electric, gas, 

steam, water, oil. Property owners would note or delete any that do not apply. 

3. Where data has been provided to CCD by the service providers, the tabs would be 

prepopulated 

4. On each tab, property owners would review prepopulated information, make and 

explain consumption changes, and enter additional consumption information as needed 

30



Section 1 • Annual Data Entry and Validation 

1-9 

5. Allow property owners to enter information on credits, solar/wind generation to 

capture usage offsets 

6. Allow property owners to comment on any circumstances that may have led to 

significant changes from the prior year 

7. Form should calculate the necessary results and format the data for bulk loading into 

Portfolio Manager by the property owner 

8. Property owners send completed forms back to CDD. Data should be automatically 

loaded into BEUDO software to support annual data checks and auditing 

  

31



Section 1 • Annual Data Entry and Validation 

1-10 

This page intentionally left blank. 

 

 

32



  

2-1 

Section 2 

Baseline Validation 

The next phase of the BEUDO process will include the tracking of emissions reductions. The 

reduction in emissions for each property owner (either for a property or portfolio) will be based 

on reductions relative to a baseline emissions value. The baselines by default are defined as the 

average emissions for calendar years 2019 and 2020 but property owners have the option to 

define their baseline as the average from 2017/2018. Since the established baseline emissions 

drive the calculation for the entire 

compliance period (through 2050), it is 

critical for CDD to have confidence in 

the accuracy of the baseline values. This 

section reviews potential options for 

validating baseline emissions and 

auditing procedures.  

2.1 Baseline Calculation Process 
The baseline emission value is to be the calculated emissions over a specified two-year period for 

a covered property or portfolio. Property owners should be sent their annually reported 

emissions over the 2017 to 2020 period and asked to specify, by a defined date, the two-year 

period that should be used as the baseline for their property or portfolio. If no response is 

provided, the baseline should default to calendar years 2019 and 2020, as specified in the 

ordinance. In terms of the calculation of the baseline, there are several elements for CDD to 

consider: 

▪ Emissions factors 

The emissions factors are the multipliers used to determine current greenhouse gas 

emissions produced by the production or consumption of energy, by energy source. CDD 

will have to decide what emissions factors to utilize for each energy source for the 

development of the baseline emissions. This decision may be dependent in part on the 

capabilities of the software solution employed by CDD for calculating and tracking 

emissions reductions.  

▪ Property owner edit of historical usage information 

The existing BEUDO process focuses largely on timely reporting and does not include 

robust auditing of the information input by property owners. The expectation has been that 

property owners will honestly and accurately report usage. As the process evolves into 

compliance with emissions reduction thresholds, CDD will have to decide if it will allow the 

property owners to revise previously reported information that would ultimately be part of 

the baseline emissions calculation. Giving property owners the ability to edit historical 

information prior to the establishing baselines may open the process to manipulation, but it 

would provide property owners who may have mistakenly and unknowingly input an 

Ordinance Recommendation 

The draft of the amended ordinance currently only 

allows the baseline calculation to be derived from 

2019/2020 or 2017/2018. We recommend also 

allowing 2018/2019. See DEFINITIONS, 8.67.10.2.a 
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incorrect value the opportunity to correct the information. In this case, CDD would have to 

define the timeframe for such changes, and the level of documentation it would require 

from property owners. 

▪ Property owner ability to aggregate usage information/creation of portfolio 

The current BEUDO process allows property owners to aggregate usage information from 

multiple buildings to calculate GHG at a portfolio level. During the baseline calculation, CDD 

will need to decide if this is going to remain an acceptable option for the purposes of 

emissions reduction requirements. It is recommended that whatever strategy CDD allows, 

that the same strategy defined as part of the baseline is applied throughout the entire 

compliance cycle for each property owner.  

2.2 Baseline Validation 
There are multiple potential options for validating baseline emissions that have different 

tradeoffs with respect to CDD’s confidence in the baseline values, level of effort, cost, and 

complexity. This section suggests three options CDD may consider for validating baselines: 

▪ Option 1 – No formal validation/audit 

▪ Option 2 – Full baseline verification 

▪ Option 3 – Rolling audits 

2.2.1 Option 1 – No Formal Validation/Audit 
The first option is that CDD does not implement any formal validation or auditing of the baseline 

values. It is assumed that property owners who had annually reported data flagged by ICF were 

notified and that they had ample opportunity to correct the data in Portfolio Manager if needed. 

The underlying assumption baked into this option is that property owners have honestly and 

accurately reported consumption data in the past. 

While this option is easy to implement 

because it is essentially the current state, 

it also means CDD will have the least 

confidence in the accuracy of the baseline 

data. Other than benchmarking a 

property against a similar property or 

identifying significantly large changes in data from year to year and assuming that property 

owners make whatever changes are needed/appropriate, CDD has limited mechanisms to 

validate the information used to produce the baseline. Even for the property owners who have 

been notified of a suspected data inaccuracy, while there may be some updated information in 

Portfolio Manager, the only confidence CDD has in the data is that is has been corrected to be 

within the general thresholds. 

Ordinance Recommendation 

Require property owners to provide backup 

documentation to CDD as part of setting their baselines. 
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One option to improve confidence in the baselines is to require that property owners submit 

backup documentation supporting their consumption amounts for the two-year period they elect 

to use as the baseline. This would ensure the data is available to CDD to support an audit if one is 

determined over the course of the compliance period to be needed. This would involve a change 

to section 8.6.110, Maintenance of Records, as the property owners would be required to submit 

records to CDD to support the baseline calculation as opposed to just retaining the records. Given 

that compliance will be measured against the baselines until 2050 and the ordinance currently 

only requires records to be retained for 7 years, this requirement to provide documentation to 

support baseline validation may be appropriate regardless of the baseline validation option CDD 

elects to pursue. 

2.2.2 Option 2 – Full Baseline Verification 
The second option considers a full verification of all baseline values, for every covered property. 

In this option, CDD would require the baseline usage be certified either by CDD or a third 

party/outside firm. As suggested above, CDD would require baseline documentation from 

property owners to be provided as part of setting the baseline after the ordinance goes into effect. 

The documentation would have to be sufficient to allow for CDD or a third-party verifier to trace 

the metered consumption data to the total values entered by the property owners into Portfolio 

Manager. If third-party verification is chosen by CDD, the requirement would need to be added to 

the ordinance as well as a deadline for property owners to comply. Ideally property owners 

would comply early in the first compliance period but if they don’t obtain the third-party 

certification of the baseline values until the final year of the compliance period that may be 

sufficient for enforcement purposes. This option provides CDD the most confidence in the 

baseline values since the baseline would be verified for all properties prior to start of the 

compliance period. Property owners would be incentivized to confirm the accuracy of usage 

information and would limit the temptation for manipulation of baseline usage data. If CDD 

utilized a third party to verify the information, it provides CDD some level of independence from 

the baseline calculation process, potentially limiting direct disputes with property owners. This 

option would be the most difficult to coordinate and implement. Property owners would be 

required to provide all documentation related to selected baseline years in a timely manner, and 

CDD would have to develop some process to hold property owners accountable for not providing 

all information within a defined timeframe. After the receipt of the documentation, the actual 

verification of all baseline values would likely be time consuming process, which would delay the 

implementation of the program. Additionally, full verification would likely require a significant 

cost, either through additional CDD resources or contracting an outside firm to conduct the 

verification. If CDD were to contract the verification/certification process to an outside firm, CDD 

would have to identify qualified firms capable of performing the work (or allow firms to respond 

to a proposal which would add additional delays to the process).  
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2.2.3 Option 3 – Rolling Audits 
The third option involves rolling audits over the initial compliance period. The goal would be to 

internally conduct all baseline audits prior to enforcement. CDD would stretch out the auditing of 

all properties over the 5- to 7-year compliance period by auditing a roughly equal number of 

properties each year to ensure all properties have had the baseline value audited prior to 

enforcement. Like the other options discussed, property owners would be required to provide 

sufficient backup documentation for the baseline values either at the beginning of the compliance 

period, or whenever CDD performs the audit. CDD would have to develop a process to hold 

property owners accountable for not providing all information within a defined timeframe, as 

delays in receipt of documentation could become an issue with the availability of dedicated 

resources to perform the audit.  

This option would ultimately provide CDD confidence in the baseline values and provides CDD 

with some flexibility with respect to prioritizing audits for high priority properties, if desired. 

CDD would need to determine a realistic number of baseline audits it would be able to perform 

per year, and whether with current resources all properties could be audited over the compliance 

period or whether additional resources would be required. This approach would allow CDD to 

move forward with implementation of the program without having to delay on account of 

auditing baseline values prior to the compliance period.  
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Section 3 

Data Management, Analysis, and Reporting 

The amended BEUDO process will create additional requirements for CDD with respect to data 

management, analysis, and reporting. Some of the responsibilities will be expanding on existing 

processes, while others will require an entirely new process. The BEUDO software must be 

developed to satisfy CDD’s unique requirements to ensure the program is manageable on an 

annual basis and sustainable over the next thirty years. A software solution that does not 

automate the annual data collection and reporting processes will require a proportionally larger 

amount of CDD resources. This section explores the processes and CDD’s responsibilities over the 

compliance period, with and without a robust and fully automated software solution. 

While the purchase/creation of a robust automated software platform will require a relatively 

significant up-front investment, CDD will recoup that investment over time through the savings 

realized in automating the majority of the annual BEUDO process. An automated software 

solution would significantly reduce the amount of time and resources required to manually 

complete the processes required each year for implementation and sustainment of the amended 

program.  

Figure 1 and Figure 2 below provide an overview the annual process assuming some data comes 

from service providers and other data is entered by property owners (i.e., Option 3 in Section 1). 

These diagrams illustrate the annual process after the baseline values have been set, but prior to 

the end of compliance period. The diagrams were developed assuming CDD implements a future 

software solution that can support emissions calculations with adjustable emissions factors, and 

emissions tracking over time.  
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Figure 1. Annual BEUDO Process 
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Figure 2. Process when service providers supply consumption data 
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3.1 Option 1: Current Resources; Less Automated Processes 
This section assumes that CDD does not purchase or have developed a software solution capable 

of automating the BEUDO processes. This discussion largely assumes current resources in place 

and a significant requirement for manual processing of the annual BEUDO workflow. 

3.1.1 Data Management 
The Master Property List is managed and updated annually by the helpdesk consultant, ICF. The 

database contains all BEUDO covered properties and is updated annually to include any changes 

in property information. The process involves an understanding and compilation of data from the 

Assessor’s database, GIS, and Portfolio Manager.  

Portfolio Manager serves as the current reporting tool for energy use data, input by property 

owners each year. Portfolio Manager calculates annual emissions based on predefined emissions 

factors within the program.  

The amended BUEDO process will require a baseline emissions value for a property (or portfolio) 

to be calculated through input energy use data and stored over the compliance period. The 

process will also require annual emissions to be calculated and tracked annually over time 

relative to the baseline emissions value.  

While Portfolio Manager can store energy use data and calculate emissions factors on an annual 

basis, it currently lacks the capabilities CDD may require with respect to the calculation of 

emissions. Portfolio Manager calculates total greenhouse gas emissions by applying a set of pre-

defined emissions factors to primary energy products, and then a national or regional factor for 

utility supplied energy products. As part of the amended BEUDO process, CDD may require more 

granularity in the emissions factors applied to the calculation. CDD or a property owner may have 

a more specific and appropriate factor to use, which would likely require a calculation outside of 

Portfolio Manager if CDD were to accept the alternate emissions factor(s). The BEUDO software 

may be able to calculate emissions using approved factors for specific properties/portfolios using 

the consumption data provided by property owners. 

CDD will also require the ability to compare emissions reductions over time relative to an 

emissions target. Without a custom software solution to track and compare the emissions 

calculations, CDD would need to export the calculated emissions from Portfolio Manager each 

year and calculate the emissions reduction for each property (or portfolio) through excel or some 

other independent program. This manual process would need to be repeatable each year to track 

compliance with the performance requirements.  

3.1.2 Analysis 
The major addition to the data analysis requirements is the tracking of emissions reductions 

relative to a baseline value to reach an emissions target at the end of the compliance period. As 

noted, without the functionality in the new software solution, this will require staff resources to 

perform the calculations outside of an integrated software system.  

CDD will also want to include some level of validation on the data that has been input into 

Portfolio Manager. Data validation is discussed further in Section 1, but the more validation 
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checks CDD desires, the larger the resource investment if the current process is continued (i.e., 

the data would continue to be exported from Portfolio Manager and the Table 1 validation checks 

performed). 

CDD may also want to perform analyses on aggregated data. This could include number of 

compliant covered properties and tons of greenhouse gas emissions reduced since the start of the 

BEUDO program. Assuming these analyses would be done manually, the level of resource 

investment would increase with the number and scope of the analyses and would have to be 

repeatable each year. This would likely include external calculation/analysis spreadsheets, 

updated over the compliance period. With the appropriate software solution and data 

management processes, desired reports could be configured and automatically be generated. 

3.1.3 Notification of Compliance Progress 

The amended BEUDO will require changes to CDD annual notification of compliance progress to 

property owners. Currently, CDD relies on the helpdesk consultant (ICF) to communicate non-

compliance with reporting requirements to property owners. CDD has developed draft 

scorecards which comments on compliance with reporting requirements, comparison of 

emissions with national and local averages, and breakdown of energy use and emissions by 

source.  

CDD will need to expand the notifications to property owners to include annual progress relative 

to the emissions reduction target. For each property (or portfolio), the report provided to 

property owners each year should clearly show current emissions, progress with respect to 

reduction as a percent of overall target, and remaining reductions required over the compliance 

period. These will need to be sent to the property owners annually after the calculations are 

performed. In the absence of an automated process through a software platform, the distribution 

of the reports will have to be done manually.  

3.2 Option 2: BEUDO Management Software 
This section assumes that CDD purchases or develops a software solution that allows the archival 

and trending on BEUDO data, provides robust aggregation and analysis capabilities, and that 

automates, or at least greatly streamlines, all communications to property owners. 

3.2.1 Data Management 
The preferred scenario is a software platform that can consume the information from Portfolio 

Manager and calculating and tracking emissions relative to baseline values for each property (or 

portfolio) for the entire compliance period. All data provided by the property owners would be 

stored within the software. Additionally, the Master Property List could be generated and sorted 

through an automatic link between Assessor’s database, GIS, and Portfolio Manager. In this case, 

the required resource would be staff (or consultant) who understands and maintains the 

software.  
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3.2.2 Analysis 
We would expect that any solution CDD implements will organize the underlying database so that 

you will have the ability to analyze and aggregate the existing information in virtually any way 

you choose. This could include annually reported data validation checks, calculation of annual 

and total emissions reductions by property/portfolio, and aggregation or trending of data by 

year, property owner, property type, etc. This would eliminate the need for external spreadsheets 

or calculations, but as mentioned would require a staffing resource with a high level of familiarity 

with the new software solution to repeat the process annually. 

3.2.3 Notification of Compliance Progress 
CDD will have to define the annual reports to property owners (for both content and 

visualization). Once the reports are defined and created, the software could generate and 

distribute annual reports, or any other mass communications that leverage BEUDO data. The 

annual reports will need to clearly display property owner progress with emissions reductions 

relative to the compliance target, however this process would be streamlined (and less prone to 

error) as the software would generate the results. After the reports or other communications are 

generated, the software could email the contact(s) listed in the database for the 

property/portfolio. CDD may want to perform a manual review of some reports to spot check the 

results for accuracy and consistency. 

The BEUDO process will require some level of software integration for data compilation and 

storage, tracking compliance with the ordinance, and communications management. The level of 

investment in a software solution will depend in part on CDD’s desired level of automation 

throughout the process.  
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Section 4 

Enforcement 

The amended BEUDO will include 

enforcement mechanisms to compel 

property owners to comply with 

reporting requirements and emissions 

reductions targets. This section 

considers the ways in which property 

owners can fail to be in compliance and CDDs enforcement options. The discussion in this section 

assumes that CDD will implement a process (including a potential software solution) capable of 

reliably calculating and tracking emissions relative to reduction targets. This section does not 

provide recommendations or opinions on the legality of any of the potential enforcement options.  

4.1 Types of Non-Compliance 
The amended BEUDO process will potentially present opportunities for non-compliance with 

reporting requirements, and separately for non-compliance with emissions reduction targets. The 

three major instances of non-compliance will be: 

1. Non-Compliance with Reporting Requirements 

2. Inaccurate Data Entry 

3. Non-Compliance with Emissions Reduction Requirements 

For each instance of non-compliance, CDD will need to determine first what specifically 

constitutes an event of non-compliance subject to enforcement action. Next, CDD will need to 

determine whether any event of non-compliance is enforced with a consistent penalty or 

enforcement action, or the level of enforcement will vary depending on the non-compliance.  

The existing BEUDO ordinance allows for a formal warning of non-compliance to property 

owners, followed by a $300/day penalty for non-compliance with any provision of the ordinance. 

The existing ordinance does not differentiate between types of non-compliance with respect to 

enforcement. The amended ordinance language should more clearly state the unique events of 

non-compliance, with potentially distinct enforcement actions and remedies for each type of 

event. 

4.1.1 Non-Compliance with Reporting Requirements 
The existing BEUDO process requires property owners to annually submit energy use data in 

Portfolio Manager, and to verify general information related to property details and owner 

contact information. Property owners must report property information for the previous 

calendar year by May 1 into Portfolio Manager. If the property owner has not reported all 

required information by May 1, the ordinance allows for CDD to issue a written warning of non-

compliance, requiring the property owner to input complete and accurate information.  

Ordinance Recommendation 

Define subsequent violations subject to a fine for non-

reporting requirements.  

Include the timeframe property owners have to comply 

with formal warning. 

Include duration of penalty. 
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The existing ordinance notes “any subsequent violation” is subject to a $300/per day fine. 

However, there is no definitive explanation for what constitutes as a subsequent violation with 

respect to non-compliance with reporting requirements. The current ordinance may be 

interpreted as a property owner with multiple instances (i.e. 2 years) of reporting non-

compliance would then be subject to a fine but remains unclear. The current ordinance also does 

not include a timeframe for potential remedy by the property owner to report all required 

information.  

The amended ordinance should clearly define the timeframe that property owners have to 

comply with a formal written warning before fines are assessed. Language should be included 

that states a property owner will receive a formal warning for non-compliance with the reporting 

requirements at the annual reporting deadline (i.e. May 1). The amended ordinance should 

include language that defines the amount of time the property owner has to complete the annual 

reporting after the warning before fines are assessed.  

The amended ordinance should then clearly define the timeframe for when the penalty will be 

assessed, with the amount and frequency of the penalty, and duration of penalty. As an example, 

assume that CDD maintains the $300/day penalty and the penalty is to be assessed 30 days after 

receipt of a formal warning for annual reporting non-compliance. The enforcement process for 

non-compliance with reporting requirements might include the following: 

1. Property owners will be subject to a formal written warning of non-compliance for 

failure to comply with the annual reporting requirements by the annual reporting 

deadline (May 1) each year 

2. Property owners will have 30 days to comply with the reporting requirements 

3. If the property owner has not complied with the annual reporting requirements after 

the 30-day period, the property owner will be assessed a $300 per day fine 

4. The $300 per day fine will be assessed until the following year’s reporting deadline, or 

until all required data is provided to bring the property owner into compliance with the 

reporting requirements 

4.1.2 Non-Compliance with Accurately Reported Data 
The existing BEUDO process requires property owners to accurately input the energy use 

information for each building. Through annual data validation checks or through more robust 

audits, CDD may discover that a property owner has input inaccurate energy use data when 

compared to the service provider usage information. CDD, through its helpdesk consultant, 

notifies property owners of potentially inaccurate or missing data for correction.  

In moving the BEUDO requirements towards compliance with performance goals, CDD will need a 

stronger and well-defined mechanism for compelling property owners to report accurate energy 

usage. Non-compliance through inaccurate data input should be considered a unique event of 

non-compliance and included separately as part of the amended ordinance.  

While there may be some interpretation of the existing ordinance to suggest that inaccurately 

reported data is an event of non-compliance, the existing ordinance does not appear to contain 

44



Section 4 • Enforcement 

4-3 

explicit language that states this fact. The amended ordinance should include explicit language 

that any inaccurately reported data is an event of non-compliance.  

A key decision CDD will need to make is whether all instances of data errors/omissions are 

immediately subject to a penalty, or whether CDD first will provide a formal warning for minor 

errors and omissions. For example, CDD might consider any inaccurate data discovered that is 

within 20% (over or under) of the audited value as a minor inaccuracy, subject to a formal 

warning and a defined timeframe (e.g. 30 days) over which the property owner would need to 

correct the data and not incur a penalty. Any errors (regardless of variance to audited values) in 

subsequent years would be subject to a penalty. CDD might treat this similar to non-compliance 

with reporting requirements and assess a $/day penalty until the inaccurate data is corrected in 

Portfolio Manager.  

The amended ordinance should clearly define what constitutes a minor inaccuracy in the data 

reported, tied to threshold value in 

comparison to audited data. The 

amended ordinance should also 

include language that defines the 

amount of time the property owner 

has to correct minor data 

inaccuracies before fines are assessed.  

For all major instances of inaccurately reported data (in this example greater than 20% variance 

from audited data), the amended ordinance should define the penalty to be assessed, as well any 

corrective actions required by the property owners, which at a minimum should include the 

correction of the data. For major/egregious data inaccuracies, CDD may consider a more 

significant one-time penalty (once per year over the compliance period), in addition to the daily 

penalty until data is corrected.  

The method through which CDD may discover inaccurate data can vary (annual data validation or 

audits), meaning the timing of inaccurate data discovery may vary. A key decision for CDD is to 

decide how to approach major data inaccuracies discovered at the end of the compliance period, 

or any year leading up to that point. The amended ordinance will have to include language 

specifying that historical usage data is subject to verification and may specify that all instances of 

major data inaccuracies are subject to retroactive penalties.  

The process for enforcement of non-compliance with accurate data entry requirements might 

capture the following: 

1. Property owners will be required to accurately input all energy use data annually. Any 

instances of data inaccuracies or omissions are considered events of non-compliance.  

2. Minor data inaccuracies are defined as reported data values within some percent 

variance (e.g. 20%) of the audited values. 

a. In the event of discovery of minor data inaccuracies, the property owner will 

receive a formal warning 

Ordinance Recommendation 

Include inaccurately reported data as a specific event of non-

compliance. 
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b. Property owners need to correct the inaccurate data within some timeframe of 

receiving formal warning 

c. After that period, if data inaccuracies still exist, property owners will be assessed 

a penalty until the data is corrected 

3. Major data inaccuracies are defined as reported data values greater than some percent 

variance (e.g. 20%) with the 

audited values. 

a. In the event of discovery of 

major data inaccuracies, the 

property owner will be 

assessed a penalty 

immediately upon discovery 

of the error(s) 

b. Property owners need to 

correct the inaccurate data 

within some timeframe of 

receiving formal warning 

c. After that period, if data inaccuracies still exist, property owners will be assessed 

a penalty until the data is corrected  

An alternative to this approach could be a process where CDD focuses only on whether the 

reported values match the usage data without the use of thresholds for a major/minor 

distinction. For any instances where the numbers do not match, CDD could provide a timeframe 

for property owner to fix and investigate if CDD deems it appropriate to check for fraudulent data 

input.  

4.1.3 Non-Compliance with Emissions Reduction Requirements 
The amended BEUDO process will include non-compliance with emissions reduction 

requirements as an event of non-compliance. Property owners will have a baseline emissions 

value established at the beginning of the compliance period and will be required to achieve 

emissions reductions over the compliance period (5 to 7 years, depending on the property type) 

as a percent reduction in emissions, as defined in the draft amended ordinance. The amended 

ordinance should treat non-compliance with emissions reduction requirements as its own 

category of non-compliance, unique from reporting and inaccurate data.  

Failure to achieve the emissions reduction requirement by the end of the compliance period will 

result in an event of non-compliance for a property owner. The existing ordinance only has the 

$300 per day penalty as the monetary penalty defined for all events of non-compliance, which 

would include non-compliance with emissions reduction requirements. The amended ordinance 

should include separate additional language for how property owners will be penalized for not 

achieving the performance requirement.  

Ordinance Recommendation 

Specify penalty for non-submission of Energy Audit and 

Greenhouse Gas Emissions Reduction Plan. 

Include whether submission of Energy Audit and 

Greenhouse Gas Emissions Reduction Plan defers any 

additional penalty. 

Specify enforcement method if performance 

requirements are still not met after two-year period 

after submission of Energy Audit. 
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The draft amended ordinance requires a property owner who is non-compliant with the 

emissions reduction requirement to submit to CDD an Energy Audit within 90 days of the end of 

the compliance period, and detailed Greenhouse Gas Emissions Reduction Plan within 90 days of 

receipt of the Energy Audit, for all non-compliant properties. The amended ordinance should 

define a penalty for failure to submit the Energy Audit and Greenhouse Gas Emissions Reduction 

Plan within the specified timeframe. CDD might include language in the ordinance that clearly 

states a property owner who has not submitted the audit and plan within 90 days is then subject 

to the $ per day fine until the documentation is submitted.  

Conversely, the amended ordinance should also include language that specifies whether 

submission of the Energy Audit and Greenhouse Gas Emissions Reduction Plan within the 

specified timeframes clears the property owner of any penalties at that time, or whether a penalty 

will be assessed. CDD might consider a one-time penalty for non-compliance with emissions 

reduction requirement at the end of the compliance period, in addition to any daily penalties to 

be assessed for failure of submission of the Energy Audit within 90 days of compliance period 

deadline and Greenhouse Gas Emissions Reduction Plan within 90 days of receipt of Energy 

Audit.  

After the Energy Audit has been submitted, the draft amended ordinance provides for a two-year 

period for property owners to perform prescriptive measures to achieve the performance 

requirement. While this approach seems reasonable, the amended ordinance should include 

explicit language as to the additional penalties or remedial measures to be imposed if the 

property owner again fails to achieve performance requirements within that two-year period.  

CDD will need to decide what actions it intends to take if a property owner remains non-

compliant with emissions reduction requirements after the two-year period following the end of 

the prior compliance period deadline.  

CDD will also need to decide whether to allow property owners to purchase Alternative 

Compliance Credits to buy down the requirement. CDD might consider imposing a cap on the total 

allowable credits to be purchased, to require all properties to achieve some level of emissions 

reduction. The amended ordinance will need to include language on specific parameters of an 

Alternative Compliance Program, including an explicit statement on the maximum allowable 

credits per covered property.  

The enforcement process with respect to non-compliance with emissions reductions targets 

might capture the following: 

1. Property owners will be subject to a penalty for failure to comply with emissions 

reduction requirements, effective on the compliance period deadline 

2. Property owners who have failed to comply with the emissions reduction requirements 

as of the compliance period deadline will be required to submit an Energy Audit within 

90 days of the compliance period deadline and a Greenhouse Gas Emissions Reduction 

Plan within 90 days of receipt of the Energy Audit 
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3. If the property owner has not submitted the Energy Audit and Greenhouse Gas 

Emissions Reduction Plan within the 90-day periods, the property owner will be 

assessed a penalty per day until the audit and plan are submitted 

4. If the property owner fails to complete the prescriptive measures identified in the 

Energy Audit within the defined two-year period, the property owner will be assessed a 

penalty and required to resubmit an Energy Audit 

5. Property owners can purchase Alternative Compliance Credits, with a defined total 

maximum cap 

4.2 Enforcement of Non-Payment of Penalties 
Discussions with the legal department will be required to determine the specific enforcement 

mechanisms available to CDD. The amended ordinance should contain language describing the 

specific mechanisms by which CDD can recover the unpaid penalties. This will be an important 

component of the updated BEUDO process, as the inability to consistently enforce penalties 

would not create any incentive for property owners to comply with the requirements of the 

ordinance.  
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Section 5 

Regulated Entity Support 

When the updated Ordinance goes into effect, we anticipate that many additional property 

owners will have questions related to their obligations and that they will require assistance in 

navigating the various programs and incentives that may help them achieve compliance. This 

section recommends changes and expansions to the existing resources to help property owners 

understand and comply with the Ordinance. 

5.1 Existing Resources for Property Owners 
CDD has several existing resources for property owners to utilize to assist with the current 

BEUDO reporting requirements. CDD maintains sections of the city website with BEUDO 

resources and contacts. For general BEUDO questions or assistance, CDD provides internal staff 

as a resource to property owners. This internal resource can assist property owners with 

understanding the BEUDO program, and direct property owners to appropriate resources that 

exist. For more specific assistance with reporting requirements and technical aspects of Portfolio 

Manager, CDD provides a helpdesk resource for property owners to utilize as necessary. CDD 

includes a variety of documentation and instructions on the website related to specifics of the 

reporting requirements, but the helpdesk can provide additional assistance as requested. CDD 

also provides technical support for retrofits for BEUDO covered properties, through a 

collaboration with Eversource (through Mass Save). For mid-size multi-family properties, which 

fall outside of the scope of the BEUDO requirements, CDD provides technical support for these 

properties through a contract with New Ecology.  

The following provides a summary of the existing resources provided to property owners. 

CDD Contacts and Website 

CDD currently has a BEUDO resources page within the Zoning and Development > Sustainable 

Development page. The BEUDO page provides an overview of the ordinance with access to the 

ordinance and provides property owners with instructions and assistance for reporting 

compliance. The page also provides property owners with a CDD contact for questions about 

compliance and the ordinance, and a separate contact to the energy helpdesk for technical 

assistance.  

Technical Assistance 

CDD provides property owners with access to a helpdesk consultant to assist with technical 

aspects of the annual reporting process, primarily related to navigating Portfolio Manager. CDD 

maintains a contract with ICF to support this offering. ICF also conducts basic validation of the 

information input into Portfolio Manager, and contacts property owners for data correction 

where a potential error or omissions is identified. ICF conducts the majority of communications 

with property owners through the annual reporting process, and reports non-compliance to 

property owners. 

49



Section 5 • Regulated Entity Support 

5-2 

Technical Support for Building Energy Retrofits  

CDD has two existing programs to support property owners with building energy retrofits.  

The Building Energy Retrofit Program is a partnership with Eversource to provide technical 

support for property owners with buildings subject to BEUDO requirements. The program 

leverages funding through Mass Save, and as such the resources provided by Eversource are tied 

directly to Mass Save offerings. Property owners are provided with a dedicated intake number 

and can connect directly with an Eversource energy consultant. The Eversource consultant 

largely assists property owners with identifying existing resources and incentives through the 

Mass Save program.  

The Multi-Family Retrofit Advisor is a service CDD provides through a contract with New Ecology, 

to provide as a dedicated consultant/concierge to mid-size multi-family properties (5 to 49 

units). New Ecology provides CDD with a dedicated retrofit advisor for eligible properties, at no 

cost to the property owners. The retrofit advisor assists the property owners with understanding 

the options available for energy efficiency and emissions reductions. Given the unit threshold for 

the properties eligible for this service (5 to 49 units), these properties would not be subject to 

BEUDO requirements, however it is important to understand current offerings.  

5.2 Recommended Resources for Property Owners 
The amended ordinance with emissions reduction performance requirements will likely create a 

higher level of engagement from property owners. In addition to more frequent interaction with 

property owners, CDD will need to plan for providing resources to property owners specific to 

emissions reductions measures, which will require a detailed understanding of the process and 

options available. 

5.2.1 Expanded Website/Resource Hub 
CDD should invest in expanding upon the existing BEUDO resource sites. The BEUDO main page is 

a subpage within the Zoning and Development section of the City site, and the Cambridge 

Building Energy Retrofit Program page is under the Services section of the City site. At a 

minimum, the sites will need to include additional BEUDO requirements and resources pertaining 

to the amended ordinance. The sites will need to be updated to clearly communicate the changes 

to BEUDO and clearly define contacts for assistance.  

The BEUDO page is currently a page within CDD > Zoning and Development > Sustainable 

Development. The BEUDO page does not exist as a direct option on the CDD dropdown selections. 

The Cambridge Building Energy Retrofit Program page is under the Services section of the City 

website. CDD should consider creating a single site with direct links to BEUDO resources from the 

main CDD page to make it easier for a property owner to find the resource pages, whether that be 

an expansion of the Building Energy Retrofit Program page or a newly created site.  

An important part of the website will be an easy to find contact listing for specific property types 

and questions. It is recommended that CDD develop an interactive survey/tool for property 

owners to find the correct resource or contact. The survey could be structured to direct the 

property owners to the most appropriate resource based on property type, size, and topic of 
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interest. At the end of the survey, a property owner would be provided with a direct contact 

and/or link to resources based on the selected answers.  

Investing in a comprehensive website specific to BEUDO would be a useful resource for property 

owners and may reduce the amount of time CDD would need to allocate to address property 

owner questions. Directing property owners to a single contact based on the property type or 

question would be beneficial both to the property owners and CDD. The site could evolve over 

time based on property owner feedback.  

An initial update and/or redesign of the website may require an outside party with experience in 

website development and require an up-front investment. Over time, CDD would need to keep the 

information on the site up to date, so would require some level of staffing to maintain the website 

from a content perspective. The annual maintenance of the site would likely include editing text 

and links and posting new documents (e.g. data disclosure to the open portal, compliance 

scorecards). The compliance mapping will need to be coordinated through GIS. However, 

assuming the creation of the compliance maps and the annual reports are captured in other parts 

of the annual process, the annual staffing requirement for website maintenance would be 

relatively minimal. The general website content is not likely to change frequently, so an existing 

staffing resource may be sufficient to cover this task.  

5.2.2 Concierge for All BEUDO Properties  
Currently, the CDD funded concierge (New Ecology) is available to mid-size multi-family 

properties only (5 to 49 units). It would be beneficial for CDD to create a similar resource to cover 

all BEUDO properties. Currently, Eversource serves as the Building Energy Retrofit Program 

consultant/concierge but is limited in the scope of the recommendations to property owners, as 

Eversource can only refer to Mass Save programs.  

The idea of an expanded concierge service would be to have a single dedicated resource to which 

property owners would be directed for any BEUDO related questions, and not necessarily be 

constrained by Mass Save offerings. This resource could then advise the property owners on the 

process and next steps, and direct property owners to Eversource if there are existing offerings 

through Mass Save that would benefit the property owners. This would streamline the process for 

property owners and potentially reduce the number of inquiries if there is a single initial point of 

contact.  

This resource could be contracted out to a qualified third party, or CDD could staff this resource 

internally. It will be important for the resource to be well informed on greenhouse gas emissions 

reductions measures and options.  

This type of no cost resource would be potentially very beneficial to property owners. Advisory 

discussions could be provided at a property level with more of a tailored approach, with this type 

of CDD funded advisory service being less constrained in comparison to leveraging the state 

program. As mentioned, if there were offerings through the state program that could benefit 

certain properties, the concierge would direct the property owners to the Eversource contact 

responsible for the Building Energy Retrofit Program. An outside contracted consultant provides 

CDD with more flexibility in terms of selecting an appropriate and qualified advisor and allows 

CDD to dictate the level of benefits provided through the contract.  
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Providing a no cost concierge/consultant service to all BEUDO property owners for the 

compliance period could require a relatively large investment. CDD would also be constrained in 

the ability to provide fiscal advice to private properties, limiting the benefit of this service some. 

CDD would fund this resource through its annual budget, so budgetary constraints could be a 

factor. The BEUDO program will require emissions reductions over time, so there is likely to be an 

ongoing need for this resource for the entire compliance period, if implemented. It is possible that 

there would be a high demand for this service during the initial rollout of the amended BEUDO 

process, then a slowdown as property owners have received information on available retrofit 

options. At the end of the compliance period, there would likely be another surge in demand as 

some property owners would be nearing non-compliance with emissions reductions 

requirements.  

Like the mid-size multifamily advisor, CDD could create a cap on the number of annual and/or 

total hours per building for which this service could be utilized at no cost. This would provide 

CDD with some level of predictability in the budgeting process.  

The following is an analysis of the potential costs required from an outside consultant, compared 

with hiring an internal resource to support a concierge resource. Below is a list of assumptions 

for this exercise: 

▪ Universities, laboratories, municipal buildings, Class A buildings, and affordable housing 

buildings will not utilize the concierge service 

▪ The range of properties that will utilize the service is 200 to 600 

▪ The average time investment per property is 10 to 20 hours per year 

▪ An outside consultant is assumed to charge $150-200/hour 

▪ An internal staffing position (salary and benefits) would be $100,000 annually 

The estimated costs are based on a range of cost and hours. CDD would need to decide what is 

most cost effective in terms of whether to hire staff internally dedicated to support the property 

owners through the BEUDO process, or whether to hire an outside consultant (similar to the 

agreement with New Ecology for the mid-size multi-family program).  

 Low end High end 

Consultant $/hour $150 $200 

Properties using service 200 600 

Average hours per property 10 20 

Total hours 2,000 12,000 

Total consultant cost $300,000 $2,400,000 

 

Based on the assumptions provided, consultant costs could range anywhere from around 

$300,000 to over $2M over the compliance period, depending on the billing rate and level of 

interest from property owners in the concierge service. Hiring or assigning an internal resource 
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as the concierge for BEUDO is assumed to be $500,000 ($100,000 annually for a 5-year 

compliance period).  

For an outside consultant, CDD may have more control over the potential costs by capping the 

hours per property that is provided at no cost. The more discretion provided to the consultant to 

assist certain properties adds a level of unpredictability in terms of the hours required.  

The time commitment for supporting property owners as a concierge service may vary 

considerably over the compliance period. There may be a large time investment at the beginning 

of the program and stretches of time over the compliance period where there is very little 

activity. The benefit to hiring a consultant in an on-call capacity is the ability to have that resource 

available on an as-needed basis.  

Hiring or assigning an internal resource as the concierge for BEUDO is assumed to be $500,000 

($100,000 annually for a 5-year compliance period). CDD could utilize the new resource to 

support other aspects of the BEUDO process, or other CDD functions. However, if the staff is 

primarily responsible for BEUDO property owner support as needed, the resource will need to be 

able to focus efforts towards that as required.  

Another benefit to having an internal resource on staff as the concierge is the consistency in the 

budget planning process. A salaried internal staff resource will not have variable annual costs 

depending on the level of involvement required.  

5.2.3 Eversource Partnership  
The existing partnership with Eversource is through CDD’s Building Energy Retrofit Program. The 

program leverages funding through Mass Save, and as such the resources provided by Eversource 

are tied directly to Mass Save offerings.  

The Eversource energy consultant is offered at no cost to CDD, since it is provided through Mass 

Save. A dedicated intake number and contact for Mass Save eligible projects and programs will 

provide some value to property owners.  

The existing partnership with Eversource is largely dictated by the offerings of the Mass Save 

program. The Eversource energy consultant may not be able to aid with programs or advice on 

projects that are not eligible through Mass Save. Property owners may have unique 

circumstances, so application of standard Mass Save offerings to achieve the performance 

requirements may be challenging. The availability of Eversource to continue the program in its 

current capacity may also depend on the funding from the Commonwealth, so there is no 

guarantee the energy consultant resource will exist in perpetuity.  

CDD should maintain the existing partnership with Eversource through Mass Save. However, 

since there is no real avenue to expand this partnership beyond what is dictated by the state 

program, CDD may find it more beneficial to create a separate concierge described in Section 

5.2.1 that could direct property owners to the Eversource/Mass Save program where beneficial.  
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5.2.4 Technical Assistance/Helpdesk 
CDD currently contracts ICF as its energy helpdesk to support property owners with technical 

questions related to Portfolio Manager. Accurate reporting is a critical part of BEUDO, so having a 

dedicated resource to assist property owners with the technical aspects of Portfolio Manager and 

compliance with reporting requirements is a valuable resource. CDD should retain the Portfolio 

Manager support for property owners.  

The basic data validation currently performed is also of value both to CDD and property owners, 

to ensure accurate and consistent reporting. The level of support required will depend on CDD 

decisions in Sections 1 and 2 related to validation and auditing, however at a minimum CDD 

should maintain the existing level of validation and communication of errors with the property 

owners.  
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Appendix A 

Software Plan 

A.1 Purpose of Software  
The BEUDO process will require robust data management with the ability to track compliance 

consistently and accurately over time. The overall objectives of the implemented software are to: 

▪ Streamline day-to-day management of the program by City staff 

▪ Systematically document communication between program staff and property 

representatives 

▪ Build and maintain a comprehensive database of program data for internal and external 

reporting, analysis, and auditing 

▪ Manage building information, baseline data, and progress toward reduction targets 

▪ Automate data validation and auditing to the greatest extent possible 

More detailed requirements related to specific software capabilities are described below. CDD 

will have to identify minimum requirements for the software solution. 

A.1.1 Building Information Management 
The following software requirements are related to building information management: 

▪ Allow City users to maintain the official list of buildings that are subject to the ordinance 

(Master Property List) as well as building owner contact information and relevant building 

attributes (e.g., square feet) and use characteristics (e.g., % of building that is laboratory 

space).  

▪ Provide an automated workflow for building owners to submit updated contact and 

building information for City review and approval. The system should allow the City to 

reject the information provided and notify the building owner that they need to correct and 

resubmit the information. When the information provided passes the City’s review, the 

building owner should be notified and the approved changes to the building information 

should be saved to the database. The system should alert the relevant City 

users/Departments of approved changes that affect other City databases (e.g., Assessor, 

GIS). 

▪ Allow City users to group buildings in the Master Property List into portfolios where 

owners elect to achieve GHG reduction targets across all, or a portion of, their buildings. 

▪ Store and manage information pertaining to release forms signed by building owners that 

authorize service providers to send consumption data directly to the City. The system 

should enable the City to define for each building/portfolio which services (e.g., electric, 
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steam, gas, oil) are applicable and identify if release forms have been signed for each 

service. 

▪ Store and manage information pertaining to renewable energy purchases. 

▪ Allow City staff to establish GHG emission baselines for buildings and/or portfolios in the 

database. 

▪ Automatically calculate and store the GHG reduction goals and target dates for buildings 

and/or portfolios based on the established baselines, building information, and the 

requirements defined in the amended ordinance. 

A.1.2 Consumption Data Import 
The following software requirements are related to import of consumption data provided directly 

from service providers: 

▪ For each defined service provider, allow City users to export a table of buildings that have 

signed release forms so that consumption data can be sent directly to the City. The list will 

be sent by the City to the service providers so that they know which consumption data 

should be provided to the City. 

▪ Allow the City to sustain relationships between buildings in the Master Property List and 

the owner names, service addresses, meter numbers, or other information maintained by 

service providers that can be used to tie their consumption data to buildings in the Master 

Property List. 

▪ Allow the City to upload a template of annual consumption data from each service provider 

for the buildings/portfolios where signed authorization forms are on file. 

A.1.3 Portfolio Manager Interface 
The following software requirements are related to integration with Portfolio Manager: 

▪ Allow the City to generate from the software an automatically created Excel consumption 

data entry and review templates (aka Portfolio Manager Load Files) for all 

buildings/portfolios once all annual service provider data is uploaded. 

▪ Each template should include a tab for each service (e.g., electric, water, natural gas) that 

applies to the building/portfolio. The tabs should be automatically populated with the 

annual consumption data that was sent from the service providers and loaded into the 

database. Where no consumption data is available, either because the applicable release 

form was not signed or because the service provider is not yet able and willing to provide 

data to the City, the tab should be left blank. The building owners will have to enter the 

consumption data into the template themselves and upload it into Portfolio Manager. 

▪ Following a manual review of a portion of the automatically generated Portfolio Manager 

Load Files, the system should allow a City user to automatically distribute the files via email 

to the applicable building/portfolio owners with supplemental documentation explaining 

the file and how they should use it. 
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▪ Once the building/portfolio owners finish loading their annual consumption data into 

Portfolio Manager, they should return the load files to the City along with the extracted 

Portfolio Manager data outputs. The BEUDO software should automatically consume the 

files posted/sent by the building owners and load the data from the files into the database.  

▪ As part of the automated load of completed Portfolio Manager Load Files and the Portfolio 

Manager output files, the software should produce an Excel report that compares the 

returned data to the building/portfolio’s total consumption and GHG data from the 

previous year, where available. The software should also generate an Excel report to 

compare the consumption data provided to the building/portfolio owners in the Portfolio 

Manager Load Files to the data that they returned. Both reports should highlight significant 

deviations for review by the City. 

▪ City users will need the ability to modify or delete/reload current year consumption data 

and Portfolio Manager output data for specific buildings/portfolios based on their reviews 

of building owner provided data. 

A.1.4 Reporting and External Communications 
The following software requirements are related to reporting and communication management: 

▪ When triggered by a City user, the system should automatically generate and distribute 

scorecard reports for each building/portfolio. The reports should replicate current 

scorecard measures but should also include the relevant baseline data and their annual 

progress toward required reductions. The look and feel of the reports should resemble the 

existing scorecard reports. 

▪ Allow City users to create and automatically distribute ad hoc email communications and 

attachments to building owners. 

▪ Archive a record of all communications to building owners (including any attachments) for 

City’s reference and future auditing purposes. 
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1. Introduction 

 
This guide documents management of the Cambridge Building Energy Use Disclosure process. 

No doubt this process will change from year to year, and it’s important that changes are 

continuously documented here. In 2015 and 2016, administration and data management for the 

Building Energy Use Disclosure Ordinance level thresholds was done through spreadsheets in 

Excel, with building ID generation and data visualization in GIS, so these are documented here. 

Starting in spring 2016, we will transition to the SEED platform. 

 

Some notes: 

• Parcels are subject to the ordinance, so although we talk about data on individual 

buildings, thresholds refer to the total area or units that exist on a parcel, not per single 

building on a parcel. E.g. 2 residential buildings on single parcel, 30 units and 20 units 

each are both subject to Ordinance since total for parcel is 50 units. 
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2. Administration 

 
Folder Organization 

Create a new folder for each reporting cycle, called “20xx Administration”. This should be 

located in the “Coordination Files” folder of the Building Energy Use Disclosure Ordinance folder 

on the S drive. These are the folders to create within each year’s folder: 

1. Property Database  

a. Folder: Assessor lists, containing the raw data obtained from the assessor 

b. Files: 20xx Masterlist, 20xx Aggregate PM Reports, 20xx Nonreporters 

c. Folder: Covered Property Lists 

2. Communications  

a. Notification Letters  

b. ICF Help Desk Tracker 

c. Survey-design, responses 

d. Templates for emails sent to property owners/managers 

e. Covered property lists posted to website 

3. Portfolio Manager 

a. Data request template 

b. Data request downloads 

4. Fact sheets 

a. Quick access to fact sheets on reporting and getting water data 

5. BEUDO Report 

a. PDF copy of the latest/final report for that year 

b. Data: copy of analysis spreadsheet and write up  

c. Graphics: all graphs, charts, maps that appear in the report, including all raw files 

as well as final PDFs or images 

d. InDesign Files: The “packaged” indesign file used to create the report. Should 

contain a PDF of the report, the .indd file, the .idml file, any document fonts, and 

files that are linked in the report 

6. Technical Assistance 

a. ICF Help Desk Tracker 

7. Analysis 

a. Annual data analysis for data, any additional analyses done for various 

subgroups, e.g. multifamily analysis, labs etc. 

 

Helpful Bookmarks 

Easy access to these places will help create an efficient workflow, add to your internet browser 

booksmarks toolbar: 

• Cambridge Property Database (cambridgema.gov/propertydatabase) 

• Portfolio Manager (energystar.gov/portfoliomanager) 
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• Site Core (sitecore.cambridgema.gov/sitecore/login) 

• SurveyMonkey (surveymonkey.com) 

• Cambridge CityViewer (cambridgema.gov/GIS/interactivemaps/Cambridgecityviewer) 

• BEUDO website (cambridgema.gov/beudo) 

• ICF help desk tracker (get latest link from Marianne Graham). After the end of each 

reporting cycle, the excel version is saved in the “Communications” folder 

 

Add these folders on the S drive to your “favorites” on your computer. You can click on a folder 

and drag it to the “Favorites” heading to create a shortcut there.  

• Building Energy Use Disclosure Ordinance  

• 20xx Administration 

• Coordination Files 

• Covered Properties Database 

 

Portfolio Manager 

Username: cambridgeenergy 

Password: 344Broadway 

Associated email: buildingenergy@cambridgema.gov 

 

Changes in Workflow 

Make a habit of documenting the process you use to complete tasks related to BEUDO in this 

document so we have a record of how things are done. 

  

65



 

 

3. Timeline 

 

October: BEGINNING OF REPORTING CYCLE 

• Create new covered properties list for new reporting cycle. Use assessor’s data when 

they are available for the latest fiscal year. 

November 

• Create master list for following year 

• Create survey for getting updated contact info 

• Draft notification letter + complete mail merge + print + stuff envelopes 

• Work with Harvard + MIT on finalizing their lists 

December 

• 1: Deadline to mail official notification letters 

• Create final Covered Properties List-edit as necessary 

January 
• 6 (first Monday after holiday): Survey responses due 

• 15: Deadline to post Covered Properties List 

• Send GIS updated BEUDO properties list to update interactive map of properties subject 

to ordinance 

• Create data request and obtain link 

• Update fact sheets 

• Update website with new links + fact sheets 

September-December
Create new masterlist, 
send out notification 

letters

December 1
Deadline to send

notification letters

January 15
Post Final Covered

Properties List + map

January-April

Publish Data Request Link + 
Update Website + send 

reminder emails

May 1
Reporting Deadline

Summer
Followup communications 

with nonreporters

September 1
Publish BEUDO report 

+ compliance status list
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• Confirm service providers/add new ones  

February 

• Compile new BEUDO email list 

• Send email reviewing BEUDO process to property owners + managers  

March 

• Respond to any emails/figure out issues sent through @buildingenergy email (ongoing). 

• Update process manual 

• Conduct any outreach to interest groups: Labs, Multifamily buildings 

• Send email reminder about May 1 deadline 

 

April 

• Ongoing response to any issues 

• Send weekly reporting deadline reminders 

May 

• 1: Reporting deadline 

• Outreach to noncompliers 

June 

• Outreach to noncompliers 

• June 30 deadline for all reports 

July 

• Consultants work on data analysis starting July 1 

August 

• Finalize energy + water data analysis 

• Create BEUDO report: design + layout, narrative edits 

• Write press release, prepare documents for website, get approvals 

September: END OF REPORTING CYCLE 

• 1: Publish BEUDO Report and compliance list 

• Send GIS updated compliance list to update interactive map 

• Send GIS new data for energy + water disclosure maps + open data portal 
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4. Creating the Covered 

Properties List 

 
OBJECTIVE 

Create the BEUDO Master List. This document should include a separate record for each building 

required to submit energy and water use information. Fields required: Building ID, Map-Lot, 

Assessor’s Address, Address Points, Owner contact information. 

 

SUMMARY 

Developing the final buildings list involves two stages: 1) working in excel to develop a complete 

list of parcels subject to the ordinance, since the Ordinance refers to parcel-level thresholds, and 

then 2) taking that list into GIS to get the Building ID numbers associated with each parcel. Here 

are the main steps to take to develop the list: 

 

A. Obtain property database from assessor and sort into residential/nonresidential 

properties. 

B. Develop list of all PARCELS subject to the ordinance according to thresholds. 

C. Develop list of all BUILDINGS subject to the ordinance based on spatial join: all buildings 

on top of subject parcels. 

 

PROCESS 

  

Step 1: Obtain Cambridge property database from assessor and sort into 

residential/nonresidential properties. 

 

→ Email Andrew Johnson (ajohnson@cambridgema.gov) and ask for lists of all Cambridge 

buildings with the following information. Andrew will send a commercial building list and a 

condo list. The commercial building list is a misnomer so don’t worry about that. 

 

For the building list, here are the fields to request: 

1. Account Number, Location, State Use Code, Building No, Bld Units, Bld GLA, Parcel GLA, 

Grantee, Co_grantee's Name, Mailing Address, Mailing Address 2, City, State, Zip, 

Country, Story Hght, Bld Class, Bld Class Desc, Ext Wall, Ext Wall Desc, Heat Type, Ht Type 

Desc, Heat Fuel, Heat Fuel Desc 

 

In 2016, this list already had 1-3 family homes filtered from the list. There were 3,070 buildings in 

the commercial building list and 2,565 buildings in the condo list. State class codes for buildings 
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already filtered out: 101 (single family), 102 (condominium), 104 (two-family), 105 (three-family), 

1014 (single family homes with accessory apartment), 1021 (luxury condo). 

 

The fields available are a little different for condos. Here are the fields to request: 

2. Account Number, Location, Building No, State Use Code, Building GLA, Building Units, 

Grantee, Co_grantee's Name, Mailing Address, Mailing Address 2, City, State, Zip, 

Country, Story Height, Style, Style Desc, Ext Wall, Ext Wall Desc, Bld Class, Bld Class Desc, 

Parcel GLA 

 

The Account Number is the same thing as the Map-Lot number. It should be referred to as the 

Map-Lot or ML number in our master list. 

 

→ There will be a field called “Parcel GLA” which will give you the Gross Living Area for each 

parcel. You also need to add up the total units for each parcel. To do this, use a pivot table to 

get the sum of Units for each parcel. 

 

→ Sort the lists into residential/nonresidential properties using the state use code and the “filter” 

tool in excel to look at properties under one state use code at a time. There is a list of state use 

codes attached that you can use for reference. The easiest to sort are codes beginning with 1, 

which are residential and 3, which are nonresidential. The rest require a little work. I recommend 

creating new tabs for residential/nonresidential and copying into those tabs as you figure out 

sorting. 

 

Tax exempt buildings, which are also subject to the ordinance, have state use codes in the 900s 

but can be both residential and nonresidential so they have to be sorted manually. Same thing 

for mixed use buildings beginning with “0” which can have both residential and nonresidential 

space uses. Categorize according to what use is >50%. E.g. if residential space is 55% of total 

GLA, then it’s subject to the residential property thresholds. Use the Cambridge Property 

Database to see breakdown in space uses. 

 

Every building on the condo list has a state use code of 199 so use a combination of style 

descriptions, building units and searches on the online property database to determine whether 

they are residential or nonresidential properties.  

 

Step 2: Filter properties by BEUDO thresholds for residential and nonresidential properties. 

 

For the nonresidential properties list, sort the Parcel GLA column in descending order. Then, 

delete all the properties that have <25,000 SF GLA (0 to 24,999). 
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For the residential properties list, sort the Units column in descending order. Then, delete all the 

properties that have <50 Units (0-49). 

 

Combine tabs into one Master List spreadsheet. This spreadsheet will have a row for each parcel 

that is subject to the Ordinance. 

 

Compare new list with the previous list in excel using conditional formatting—highlight duplicate 

cells—to see which parcels (if any) are new to the list this year. These may be properties that we 

already eliminated in previous years, so check against the removed/not covered list and the 

development log and remove known cases. 

 

If there is a time constraint, you can proceed to the next step with only the “new parcels” list, 

otherwise, use the entire Master List (with properties not subject to ordinance taken out in the 

next step so that you can see if there are any additional buildings that come up on a parcel 

(because of GIS changes to official buildings shapefile). Save parcel list as “.xls” so you can 

open it in GIS. 

 

Step 3: Create buildings list with all relevant contact information using GIS. 

 

This process will create the building list and will also give you the components for creating a map 

of the properties subject to the ordinance for the reporting year. 

1. Create a new project in GIS. For basemap, add (1) parcels (2) buildings (3) water 

bodies (4) city boundary (5) address points. 

2. Add parcel spreadsheet to GIS and open to double check everything is correct. 

3. Join the parcel list to the parcel shapefile using the ML or map-lot field as the field 

to base the join on. First perform this join on the parcel list itself and make sure 

everything matches correctly. If there isn’t a match, check on the record to see if 

there’s something wrong with the map-lot number (you can double check 

numbers using the Property Database), fix, reupload and retry the join. When you 

get the expected number of matches, (however many parcels there are), then 

do the join from the parcels shape file and select “Keep Matching Records”. This 

will leave only the parcels in the list displayed.  

4. Right click on the parcels shapefile, go to “Data”, then “Export Data”.  Save as 

“20xx BEUDO Parcels”. Add this to the map and remove the join from the original 

parcels so you can see which of the total Cambridge parcels are BEUDO ones.  

5. Figure out what buildings are located on top of the BEUDO Parcels. Use the 

spatial join tool (use the search tool) to find all of the buildings from the 

Cambridge Buildings shapefile that have their centroid in the BEUDO Parcels file. 

Then, export the shapefiile that now only displays the BEUDO buildings (right click, 

data, export selected) to a new shapefile called “20xx BEUDO Buildings”. Add to 

map unjoin the other buildings shapefile. The new BEUDO buildings shapefile will 

give you building shapes that have a Building ID number and contact 

information, but no address point. 
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6. Open the attribute table for the BEUDO buildings and sort the “Type” field. Delete 

outbuildings, which are smaller buildings on a property (e.g. sheds) that usually 

don’t have building IDs. 

7. Join BEUDO buildings with the address points shape file to get the associated 

street address for each building. Use the Building ID as the field to match on. 

Check everything matches. The final spreadsheet includes the assessor’s address, 

the physical address points, the GIS Building ID, and all of the contact information 

included in the original parcel list. There is a separate record for each building 

rather than for each parcel. 
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How to Make Sure All Building IDs are Correct 

GIS changes building IDs and the building footprints associated with a building ID every once in 

a while when the map is updated to account for new insights into how a building might be 

broken up or if there’s construction. So, it’s a good idea to double check the building IDs before 

posting the final covered properties list in January, in case there has been a change between 

the time the list was originally generated in September/October and when the list is posted. 

 

1. Create a new GIS document 

2. From mojo (city GIS database), add parcels layer and buildings layer 

3. Add the BEUDO data: parcels and buildings 

4. Join Cambridge parcels to BEUDO parcels-keep all records 

• If all parcels found a match, this means that none of the ML numbers have 

changed, so you’re good to go 

• If not, which parcels didn’t match? Find out why by using a combination of the 

Property Database, the older master lists, emailing Jeff Amero, etc. 

5. Join Cambridge buildings to BEUDO buildings-keep all records 

• If all BEUDO buildings found a match, great 

• If not, why?  

• Do a visual check: any missing buildings on parcels that are subject to BEUDO? 

Why aren’t these buildings on the BEUDO buildings list? 

 

 

 

  

72



 

 

5. Communications Management 

 
The survey link is sent out with the notification letter so that property owners/managers can give 

us contact information for where to send additional BEUDO information. We’re really looking for 

an email so that we can send reminders and have someone to contact in case there are any 

issues with reporting. It’s also a good benign reminder about reporting requirements coming 

up—include links to website and how to get help. In the first two years of reporting, we used 

SurveyMonkey to host the surveys. Here’s the workflow for creating and publishing the survey: 

1. Create questions  

2. Design survey 

3. Publish link to survey 

4. Add survey link to notification letter + website 

5. Check for responses + update Master List + track issues  

 

Login Information (Get new login from Bill if this doesn’t work) 

Usename: wdeignan@cambridgema.gov 

Password: CambridgeCDD_at_344 
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To go through responses 

Click on the “Analyze Results” tab, and then click on “Individual responses”. Click on the arrows 

to navigate between responses or click on the arrow next to the respondent number to type in a 

response number to pull up. You can also download all of the data as a spreadsheet in the left-

hand menu. 
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Create BEUDO Email List 

Copy the emails of the first, second and third contacts listed in the BEUDO master list as well as 

the emails of the administrator in the Portfolio Manager reports into an excel document for easy 

access to the BEUDO email list. Make sure to only use contacts in the most recent master list 

because some people listed in older master lists are no longer managing those properties or do 

not want to receive emails regarding BEUDO from us. 

 

Send reminder emails to this list, as well as any important latest news, like data disclosure or the 

availability of new interactive maps and reports. 
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Sample Email Reminders 

The following templates for reminders and the press release are in the “Communications” folder 

for 2016. 

 

Dear Cambridge Property Owners and Managers, 

 

We hope this email finds you well in the new year!  

 

We kicked off the 2016 BEUDO reporting process with official 

notifications mailed to the owner address listed in the 

Cambridge Property Database at the beginning of December 

2015. If you have not done so already, please send us any 

updated contact information for your property by email 

(buildingenergy@cambridgema.gov) or fill out our survey. 

 

This year, parcels with nonresidential buildings that singly or 

together contain 25,000 SF or greater of floor area are also 

subject to the Ordinance, in addition to parcels with residential 

buildings that singly or together contain 50 or more units. 

Covered property lists (sorted by Map-Lot number and by 

address) were posted to the BEUDO website on Friday, January 

15. Please note that if you own or manage a property that 

meets these thresholds but is not listed on our published lists, 

the owner of the buildings must still comply with the 

ordinance.  If you are not sure whether your property is subject 

to the ordinance, please email us and a City staff person will 

contact you. 

 

The covered properties lists contain the Cambridge Building 

Energy Reporting ID for each building. This Building ID should 

be included in the “Unique Identifiers” section in the Details tab 

in ENERGY STAR Portfolio Manager for each of your properties. 

If you are reporting for multiple buildings in a single report, 

make sure to note any additional Building IDs in the “Property 

Notes” section. A short video on how to find the Building ID 

number for multiple buildings on a single parcel can be viewed 

here. 

 

Quick Links 

 

Deadline 

May 1, 2016  

 

Background 

BEUDO website 

Contact Info Survey 

 

Submit Report 

2016 Cambridge Building Energy 

and Water Use Data Request for 

Calendar Year 2015 

 

Getting Data & Reporting 

Eversource data request portal 

Cambridge Water Dept.  

How to find Building ID Video 

ENERGY STAR Portfolio Manager 

 

Help Desk 

energyhelpdesk@cambridgema.gov 

or 

617-250-4205 

 

Questions 

buildingenergy@cambridgema.gov 
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You may obtain your 2015 whole-building energy data 

(electricity and natural gas) from Eversource's data request 

portal. For water usage data, visit the Cambridge Water 

Department website. A fact sheet on how to request the water 

data is available on our website. 

 

As last year, if you need technical assistance with the energy 

and water benchmarking and reporting, you can contact the 

BEUDO Help Desk at energyhelpdesk@cambridgema.gov or 

617-250-4205.  The Help Desk is operated by ICF International 

on behalf of the City.  If you need other types of assistance, 

contact us at buildingenergy@cambridgema.gov. 

 

When you finish entering all of your 2015 energy and water use 

data into Portfolio Manager, make sure to submit your report 

to us via this 2016 Cambridge Building Energy and Water Use 

Data Request for Calendar Year 2015 link. You will receive a 

confirmation email from Portfolio Manager once you’ve 

submitted. 

 

Please note that for non-residential properties with 50,000 or 

more square feet and residential properties with 50 or more 

units, the 2015 energy and water usage data will be made 

publicly available on the City website this year.  For non-

residential properties with 25,000 to 50,000 square feet of floor 

area, energy and water usage data will first be made publicly 

available in 2017. 

 

Thank you for your work on reporting and please feel free to 

reach out with any questions or if there are any issues with 

reporting we can help you address.  
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Dear Cambridge Property Owners and Managers, 

 

Thank you to everyone who has already submitted the 2016 

BEUDO report for calendar year 2015 data! 

 

As a reminder, the deadline for submitting your report is in 

less than 2 weeks, on 

May 1, 2016 

 

• If you plan on requesting electricity and natural gas 
data through the Eversource portal, make sure to do 
that as soon as possible to account for any delays in 
receiving your data. Natural gas data arrives in a 
separate email after the electricity data. 

• Please enter your building ID number before 
submitting your report (see below) 

 

The energy help desk is available for technical assistance with 

the reporting process.  

 

Thank you! 

 

 

Entering Building ID & Submitting the Report 

Make sure to enter your building ID under the “Unique 

Identifiers” section of the “Details” tab in Portfolio Manager for 

each of your buildings. Scroll down to the “Standard IDs” 

section, find the “Cambridge Building Energy Reporting ID” in 

the drop down menu, and type in your building ID. Make sure 

to note any additional building IDs in the Property Notes 

section. Contact us if you are having trouble finding your 

building ID. 

 

When you finish entering all of your 2015 energy and water use 

data into Portfolio Manager, make sure to submit your report 

Quick Links 

 

Deadline 

May 1, 2016  

 

BEUDO Info/How to Report 

BEUDO website 

 

Report submission link 

2016 Cambridge Building Energy 

and Water Use Data Request for 

Calendar Year 2015 

 

Getting Data & Reporting 

Eversource data request portal 

Cambridge Water Dept.  

How to find Building ID Video 

ENERGY STAR Portfolio Manager 

 

Help Desk 

energyhelpdesk@cambridgema.gov 

or 

617-250-4205 

 

Questions 

buildingenergy@cambridgema.gov 
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to us via this 2016 Cambridge Building Energy and Water Use 

Data Request for Calendar Year 2015 link. You will receive a 

confirmation email from Portfolio Manager once you’ve 

submitted. 

 

Compliance Disclosure 

We will publish a map and list of the 2015 compliance status 

each building subject to the ordinance on our website in the 

coming weeks. Check it out to see which of your neighbors is 

also reporting!  

 

Technical Assistance 

If you need help with energy and water benchmarking and 

reporting, contact the BEUDO Help Desk at 

energyhelpdesk@cambridgema.gov or 617-250-4205. The Help 

Desk is operated by ICF International on behalf of the City. If 

you need other types of assistance, contact us at 

buildingenergy@cambridgema.gov. 

 

Additional Information 

If your property is changing owners, don’t forget to transfer 

ownership (i.e. username and password) of your Portfolio 

Manager account as well. 

 

More information about BEUDO including who has to report 

and when, data disclosure timelines and links to more technical 

assistance resources are all available on our website. 

 

Thank you for your work on reporting! Please feel free to reach 

out with any questions or if there are any issues with reporting 

we can help you address.  
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Sample Press Release 

95% of Buildings Report in First Year of Energy Benchmarking Ordinance 

Monday, May 23, 2016 

For more information, contact John Bolduc, 617-349-4628, jbolduc@cambridgema.gov 

Cambridge – The City of Cambridge Community Development Department today released a summary 

report and compliance map describing the results from the first year of mandatory energy and water 

use reporting. 

The Building Energy Use Disclosure Ordinance (BEUDO), adopted in July 2014, requires both residential 

and non-residential properties in Cambridge that meet certain size thresholds to report their annual 

energy and water use to the City.  The first reporting was required in 2015 and information was 

collected through the online ENERGY STAR Portfolio Manager tool.  The 2015 reporting cycle covered 

consumption data for calendar year 2014 and the ordinance applied to 980 buildings, representing 57 

percent of the total floor area in the City.   

Key findings from analysis of the first year of data include: 

• Cambridge properties had an average ENERGY STAR score of 61 (out of 100), compared to 

the average national score of 50, for building types rated by the U.S. Environmental 

Protection Agency. 

• More than half of Cambridge’s total energy use was consumed by 5% of the City ‘s buildings. 

• The largest category of property type required to report was college/university, followed by 

multifamily housing, offices, and laboratories. 

• The highest ENERGY STAR scores were achieved by residence halls/dormitories, K-12 

schools, and multifamily housing. 

Reports were received for 95 percent of all buildings subject to the ordinance, giving Cambridge the 

highest compliance rate for the first year of reporting among US cities with disclosure ordinances. The 

City’s summary report provides information on energy and water performance as well as general 

building characteristics of the properties that reported. 

“The City of Cambridge has a deep commitment to reducing energy use and greenhouse gas emissions” 

said Assistant City Manager, Iram Farooq.    “The data in these reports will help us better understand 

energy use in Cambridge buildings and create strategies to improve energy performance.” 

The report, map and other information on BEUDO can be found at www.cambridgema.gov/beudo. The 

map posted at this site shows which properties were subject to reporting under the ordinance in 2015 

and their compliance status, including parcels that contained non-residential buildings with a total floor 

area of 50,000 square feet or more, parcels that included residential buildings with a combined 50 or 

more units, and municipal buildings with 10,000 square feet or more.  These thresholds will change with 

2016 reporting to incorporate parcels with smaller building sizes.  Also in 2016, the City will begin 

posting building energy use data on the Community Development Department website and the City’s in 

accordance with the ordinance, as well as the Open Data Portal. 

For more information about the 2015 BEUDO report, contact John Bolduc at 617-349-4628 or 

jbolduc@cambridgema.gov. 
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6. Notification Letters 

 
Notification letters should be sent out between September 1 and December 1 every year. They 

are sent to the owner address we have on file. A notification letter template can be found in the 

“Communications Management” folder. The actual letters that are sent out are kept in the 

“Communications” folder in the reporting year.  

 

Once the masterlist is created, use mail merge to create a letter for each row in the masterlist 

(every building). To keep things more organized for the property owners, in the past we have 

manually created letters for owners who have 3 or more buildings by putting all of the building 

information in one letter. 

 

Sample notification letter: 
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How to Create Notification Letter Using Mail Merge 

 

 
 

4. Select “letters”, click next 5. Select “use the current document”, click next 

    
 

1. Click on MAILINGS tab 

2. Click on Step-by-Step 

Mail Merge Wizard 

3. Follow steps in wizard 
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6. Select the masterlist as the source for recipients

 

  

Select the masterlist 

Confirm it looks right and 

then click “OK” and then 

“Next: Write your letter” 
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7. Click “More items” and insert the fields you need where they need to go in the document. 

Add grantee, mailing address, building ID, map-lot, address points, etc. When finished, click 

“Next: Preview your letters”.
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8. Preview the letters and then click “Next: Complete the merge”. 
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9. Click on “Edit individual letters” to create a new word doc with a letter for each of the records 

in the masterlist. Save this new document and edit as necessary before printing.
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How to Create Labels Using Mail Merge 

1. Create a new document and under the MAILINGS tab click “Start Mail Merge” and then 

“Labels”. In the pop up box, select the type of label paper you’re using and then click “OK”.  

 

 

 

2. Use the Mail Merge Wizard just like in the steps described for the Notification Letter mail merge 

to create labels. Select recipients, add the fields you want and format into an address, preview 

the labels, then in Step 6 in the wizard click on “Edit individual labels” so you can go through and 

delete any extra spaces in the addresses.  

 

Print letters and labels, stuff into envelopes, fold envelope flaps down, take to City Hall to mail.  
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7. Creating the Portfolio Manager 

Data Request Link 

 
There may be updates to the fields available in Portfolio Manager (PM) year-to-year, so the fields 

that we request should be documented each year. The “2016 Data Request Fields” spreadsheet 

contains a list of all of the metrics available via PM, the EPA suggested fields, and the metrics we 

requested in 2015 and 2016. Create a new column in this document every year so that you can 

keep track of what’s changed over the years. Highlight in yellow all the fields that are new to PM 

and add any comments as necessary. 

 

Once the fields to request have been finalized, create the data request template in PM. If you 

are changing the fields, you will need to create a new template. Otherwise, click on 

“Cambridge Energy and Water Use Report Template” in the Reporting tab, and in the “Action” 

drop down menu, click “Request Data Using this Template”. ***A 2017 reporting template has 

already been created in Portfolio Manager and can be edited to add any newly available 

metrics*** 

 

On the next screen, you will be able to edit the Contact Person—make sure this is “City of 

Cambridge”. 

 

Creating Instructions for the Data Request 

As of 2/18/2016, Portfolio Manager has limited formatting options when writing out the 

instructions in the instructions box on the Data Request page. For example, you won’t be able to 

add links if editing on the website. So, format the instructions how you want it to appear in this 

word doc, and then copy/paste into the instructions box (see image below). The parts that 

definitely need to be updated each year are highlighted in yellow. Don’t forget to unhighlight 

before copy/pasting! 
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Text for the Instructions: 

This is the reporting template for submitting your 2016 Energy and Water Use Report for 

Calendar Year 2015 Data to the City of Cambridge, as required by the Building Energy Use 

Disclosure Ordinance. It is due May 1, 2016. 

Please make sure all of your property’s data is entered in Portfolio Manager prior to submission 

as the reporting template is the last step to submit final data to Cambridge through Portfolio 

Manager. 

Before submitting the report, you should have completed the following steps. 

✓    Added your building and its Property Use Details.  

✓    Entered all 2015 energy and water use data. 

Information on obtaining energy and water use data and entering data into 

Portfolio Manager is available on Cambridge’s Building Energy Use Disclosure 

website: http://www.cambridgema.gov/beudo. 

 ✓      Entered the Cambridge Unique Building ID number 
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Covered Property Lists with unique building IDs for each building have been 

posted on the Building Energy Use Disclosure website. We have also posted a 

video tutorial on how to use the Cambridge City Viewer to help you identify your 

building's unique building ID. 

From the Details tab within an individual property, locate the “Unique Identifiers 

(IDs)” box on the lower left side and click Edit. In the Standard IDs section, select 

“Cambridge Building Energy Reporting ID” from the drop down list and enter your 

unique building ID in the text box. Click Save. 

If the property record includes energy use for more than one building, enter the 

unique building ID for one of the buildings in the "Unique Identifiers" box, and 

enter the unique building ID for all other buildings whose energy use is included 

in the property record in the "Property Notes" box. The “Property Notes” box is 

located at the bottom of the Details tab. 

✓      Added any contextual information in the "Property Notes" box, including all the Building 

Energy Reporting ID numbers for any additional buildings included in your report. 

When you are ready to submit your report: 

1.   In the “About Your Response” box below, select “myself,” or “someone else” if you feel that 

contact information for another organization should be included in your report. 

2.   Choose the buildings/properties to report. 

3.   Click "Generate Response Preview." This produces your energy and water report and 

returns you to the main “Reporting” page, where your report will be highlighted in green. To 

preview your report, use the dropdown box under “Action” and select “Download Preview in 

Excel.” 

4.   To submit your report to City of Cambridge, use the Action dropdown box and select "Send 

Response." 

5.   Sign the response electronically and click “E-Sign Response.” Then, click “Send Data.” 

You will receive a confirmation email from Portfolio Manager when your report has been 

successfully submitted. This completes your 2016 reporting requirements. Thank you! 

For questions: 

Contact Cambridge’s BEUDO Help Desk by sending an email 

to energyhelpdesk@cambridgema.gov or calling 617-250-4205. For compliance related 

questions, contact us at buildingenergy@cambridgema.gov. 
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8. Updating the BEUDO Website 

 
The BEUDO website should be regularly updated using your personal Cambridge login 

information on SiteCore (sitecore.cambridgema.gov/sitecore). If you can’t access the edit tools, 

contact IT and they will give you permission (Justin Handfield, 

jhandfield@cambridgema.gov).  

 

To get to the BEUDO page, go to Content>City Home>CDD>Zoning and 

Development>Sustainable Building Requirements>Building Energy Use Disclosure Ordinance. 

 
 

92

mailto:jhandfield@cambridgema.gov


 

 

 

 

 

How to Edit the Page 

Once you navigate to the BEUDO page, click on “Lock and Edit” so that you can edit each of 

the sections. This makes it so that only you can edit the latest version of the webpage. 

 

Scroll down the page and click on the section that you want to edit, then click “Show editor”. 

You can make changes either in the “Design” tab or the “HTML” tab. Once you’re done making 

edits, click the “Accept” button. Then, Save the page so that it’s checked in again. Go to the 

“Publish” tab at the top of the page and click “Preview” to see what the webpage will look like 

once it’s made live.  

 

Once the preview looks how you want it to, click on the Review tab at the top of the Sitecore 

page and then click “Submit”. Type a note about what changes you made so that whoever is 

approving it will know what changes you intended to make in case you inadvertently changed 

something else. If your update is urgent, email Cliff so he can make the page live. 
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Make sure to “process” any PDFs that are uploaded to the website by entering the document 

title, keywords and adjusting PDF settings (see how to do this in Section12: Annual Report). All 

images and documents should have proper document titles that are ready to be made public.  

 

 

 

 

 

 

Items to be Updated Every Year 

•  The Latest tab 

 Data request link 

 Survey link 

 Updated reporting deadline and description 

 Any new reports or maps 

• Who Has to Report Tab 

 Covered Properties Lists 

 Covered Properties Map 

• How to Report Tab 

 Data request link 

 Fact sheets 

 Updated Eversource + water department portal links and any associated forms 

 Any updated tutorials 

• Technical Assistance Tab 

 Fact sheets 

 Tutorial links (Building ID) 

 Data portal links 

 Make sure Portfolio Manager help links work 

 Data request link 

• Data & Reports Tab 

 Any new reports + maps 

▪ Summary report 

▪ Compliance map 

▪ Municipal reports (DPW) 

• FAQs Tab 

 Any answers to new questions that arise 

• Contacts Tab 

 Any new help desk or general email contact info 
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9. Gathering and Organizing 

Portfolio Manager Data 

 
Once the data request link is published in the spring and sent out to property owners/managers 

in an email and posted on the website, you’ll start receiving responses through Portfolio 

Manager. These have to be manually downloaded.  

 

In Portfolio Manager, go to the “Reporting” tab, and then under “Templates and Reports” click 

on the template for the report so it shows the data request for that year. In the “Action” column, 

click on “I want to…” drop down menu, then click on “Download Responses in Excel”. Save the 

file in the “PM Data for Calendar Year 20xx“ folder (Coordination Files > 20xx Administration > 

Portfolio Manager > PM Data for Calendar Year 20xx). Add the download date to the file name 

so that we have a record of the reports at that time: mm.dd.yy Data Request for Calendar Year 

20xx e.g. 5.17.16 Data Request for Calendar Year 2015. 

 

Open the file, select the top 6 rows and freeze them so that the headers are preserved when 

you scroll down the spreadsheet. Then, sort the submissions from oldest to newest. Release Date 

(should be last column).  

 

Do an initial check on the data to see if we need to follow up on any submissions. To do this 

quickly, highlight the columns you’re checking so you can find them easily and go down the 

column. ICF has a spreadsheet that does these checks automatically once you set thresholds, 

but some spreadsheet manipulating is required to get the data in there. If you have time to, 

could develop something for the purposes of our simple check. Otherwise, you can do a 

manual check by using filters on the column or going down the list. Highlight any rows that are 

missing any of the below information so we know what we need to follow up on. The column 

numbers are accurate as of the 2016 reporting cycle and may change in future years. 

1. Property GFA-EPA Calculated 

2. Cambridge Building Energy Reporting ID 

3. Metered Areas (Energy) 

4. Metered Areas (Water) 

5. Electricity Use – Grid purchase  

6. Natural gas use (include this one? Heating fuel) 

7. Water use (All water sources) 

8. Energy current date 

9. Water current date 

10. Estimated Values – Energy (could add Estimated Data Flag – Electricity (Grid 

Purchase) 

a. Temporary and default values apply to space use details  
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You can fix things like building IDs when possible so that it’s easier to match the data when it’s 

uploaded into SEED. Keep a single Aggregate PM Reports 20xx document that you add new 

reports to every time you download a new version so that changes are preserved (editing 

building ID/property notes, removing non-Cambridge records, etc.)  

 

Use conditional formatting to find duplicates within the Cambridge Building Energy Reporting ID 

field to see where there might have been more than one report submitted for a single report 

(requiring outreach). 

 

Alerts 

Portfolio Manager now has various alerts than you can also use to filter the properties for 

outreach. You can do a round of analysis on buildings that have alerts. Worth having a 

discussion over the best method for doing checks—perhaps using a combination of Alerts and 

the checks. 

• Gross Floor Area is 0 ft2 

• Individual monthly meter entry is more than 65 days long 

• Meter has overlaps 

• Meter has gaps 

• Meter has less than 12 full calendar months of data 

• No meters are associated with this property 

• Property has no uses 

 

Updating compliance and contact info 

 

a. Update master list on reporting status 

b. Note roll-ups in the property notes 

c. Check for duplicate Building IDs-why are there duplicates? 

a. Note anything that needs to be addressed with GIS in the Building ID Issues 

document. 

d. Check for multiple buildings on a single parcel from master list-note these 

a. Follow up with property manager to see if additional buildings’ data included in 

submitted report, or if they need to report on these. 

e. Check for inclusion of multiple buildings in report (property notes) if more than one 

building on parcel (master list) 

f. Check list of ENERGY STAR buildings on website, compare scores to database—find 

case studies 

g. Highlight rows of buildings that should be roll-ups based on last year’s data 

h. Update contact info based on information in submitted report 
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10. Analyzing the Data 

 
ICF has created an excel document with instructions on how to do the yearly analysis, minus 

year-to-year comparisons. There is also a recording of Tyler Fitch at ICF going through how to use 

the document. These files are found in BEUDO Workflow Documentation > How to Do Analysis. 

 

Interesting Comparisons between BEUDO dataset and Cambridge Buildings 

• Number of buildings 

• Area 

• Number of residential units 

• Average building age 

• Average height/stories 

• Match with info from assessor, compare heating fuel and type, building class description, 

exterior wall  

 

Interesting Statistics & Graphs to Generate 

• Compliance 

o By building count and square footage 

o By year added (2015 vs 2016) 

o By property type 

o By size 

o By number of properties managed (higher rate for companies managing more 

than 1 property?) 

• Total reports by property type 

• Total area by property type 

• ENERGY STAR score distribution 

• ENERGY STAR score distribution by property types 

• Site EUI comparison to CBECS/Labs21/Fannie Mae survey broken down by property types 

• EUI distribution for all properties 

• EUI vs construction year 

• Range in energy use by property type 

• Fuel mix by property type 

• Energy use by property type 

• Water use by property type 

• Water use intensity distribution 

• What percent Harvard, MIT? 

• What percent rollups? 

 

Interesting Comparative Stats to Generate 

• Site EUI comparisons by property type over time 

• ENERGY STAR score comparisons by property type over time 

• Change in total energy use, EUI, ES score 

• Change in emissions 
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• Total energy use vs. carbon emissions over time 

• Average WN site EUI over time 

• Energy usage by fuel type over time 

• Highlight particular buildings with significant changes in EUI by sector 
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11. Annual BEUDO Report 

 
A folder for the annual report should be created within that year’s administration folder: 

 

• E&T > _Climate > Building Energy Use Disclosure > Coordination Files > 20XX Administration 

> BEUDO Report 20XX 

 

This folder should contain a separate folder for all of the InDesign files used that year, a 

PowerPoint document containing all of the charts and graphs used in the report, a folder for the 

one-page summary infographic, any significant separate maps like the compliance map. The 

main folder should contain a PDF of the final or latest version of the report for that year.  

 

Creating Report in InDesign 

Once the analysis is complete, it should be formatted into a report format using the InDesign 

template created for the first year report to maintain a consistent identity for BEUDO.  

• The template can be found here: E&T > _Climate > Building Energy Use Disclosure > 

Coordination Files > 2015 Administration > BEUDO Report 2015 > InDesign Files > 2015 

BEUDO report.indd.  

• Once the report is finalized, map sure to PACKAGE the InDesign file so that all relevant 

files are saved in one place, including any embedded images, fonts, and an IDML file 

that can be used to edit on any version of InDesign. To package, go to File > Package 

and follow the prompts. 

 

John and Bronwyn should review the first draft and once those edits are made, it can be sent to 

Susanne and Sandra. Give deadlines for edits to be made so that you can stick to a concise 

timeline for publishing. The entire review and edit process should take about 1 month. 

 

Creating PDF for Website 

1. Create a press release to go onto the Cambridge website, include a quote from Iram as 

well as some comparative statistics to give context. 
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2. Make sure to “process” report. In Adobe Acrobat Pro, edit the Properties for the file as 

follows, editing where it makes sense: 

 

 
3. Upload into the “media” section of Sitecore, in the BEUDO folder. Media Library > Files > 

CDD > Climate > BEUDO 

4. Edit “The Latest” tab and “Data and Reports” tab with links to the report PDF. 
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Publishing the Report 

The BEUDO website should be updated with the report and then submitted to Cliff for review. 

Here are the procedures for publishing the press release that goes out with the BEUDO report: 

 

1. Create and finalize press release (see example in “Communications Management” 

section. 

2. Open Sitecore, navigate to Content > City Home > CDD > News > Year > Month  

3. Under “Options”, click on “News Detail Page” to create a new News Item 

a. Note: You can also duplicate the press release from previous years by right-clicking 

on the item and selecting “duplicate”. Then you can edit the page with the new 

content. Make sure it’s in the correct folder for the year and month. 

4. Click Lock and Edit to edit the page 

5. Fill in the fields describing the page, Page Title, Navigation Title, Description, Keywords 

6. In content, put the day that the News Item will be made public under “Release Date” 

7. Scroll down to the Context box, click “show editor” and paste in the press release. Make 

sure to link everything correctly. 

8. Add an image of the report cover under the Image section. 

9. Click Save 

10. Preview the news item by clicking “Preview” in the Publish tab. 

11. Under the Publish tab, click on the arrow next to “Publish” and select “Publish Item” 

  

101



 

 

 

12. Data Disclosure & Visualization 
 

There are several maps that we produce to show BEUDO covered properties, compliance status, 

and energy/water use information.  

 

Covered Properties Map 

This map shows all of the parcels and buildings that are subject to BEUDO in a given year. It 

should be released at the same time as the Final Covered Properties Lists on January 15 of each 

year. In the examples below, there is a map showing covered properties organized by the type 

of property it is (residential, nonresidential, municipal, buildings not covered) as well as a map 

comparing buildings that were subject beginning in 2015 and 2016.

 

City of Cambridge

Building Energy Use Disclosure Ordinance 

Map of Covered Properties by Property Type
Parcels required to report 2015 energy and water use

by May 1, 2016

Map created by Hanaa A. Rohman

Community Development Department

April 7, 2016

Map Legend

Nonresidential parcel

Residential parcel

Municipal parcel

Buildings not subject to BEUDO 
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These maps can be created in GIS and then edited in Illustrator. For example, the map and 

complete symbology is created in GIS, then exported as an illustrator file. Once open in 

illustrator, add the appropriate text and legend. The files for each of these maps are located in 

the Visualizations folder.   

City of Cambridge

Building Energy Use Disclosure Ordinance 

Map of Covered Properties by Parcel
Parcels required to report 2015 energy and water use 

by May 1, 2016

Map created by Hanaa A. Rohman

Community Development Department

April 7, 2016

Map Legend

Parcels subject to BEUDO beginning in 2015

Parcels subject to BEUDO beginining in 2016

Buildings not subject to BEUDO 
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Compliance Status Map 

This map shows whether a report was received or not for each building subject to BEUDO. There 

should be a static version with a legend that is included as a graphic in the BEUDO Report each 

year. The static version may also be posted on the website.  

 

 

For the interactive version, once the compliance status of reporting properties is established, 

format the document so it is ready for GIS to update the interactive map. The spreadsheet from 

2015 can be found at Building Energy Use Disclosure > Visualizations > Interactive Compliance 

Map > GIS data dictionary for interactive map. 

 

Make sure to format the owner name in these cases: 

• City of Cambridge 

• Long list of trustee names for condos to “Trustees of Condominium Association” 

Map created by Hanaa A. Rohman

Community Development Department

April 26, 2016

City of Cambridge

2015 Building Energy Use Disclosure Ordinance

Compliance Map 

This map shows the properties subject to BEUDO in 2015 and their

compliance status. The Ordinance requires owners of large properties to 

submit building energy and water use information to the city annually. 

95% of properties subject to the ordinance submitted energy and water use 

data for calendar year 2014 in the 2015 BEUDO reporting cycle. 

No Report received

Report received

Parcels subject to BEUDO

Buildings not subject to BEUDO
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Each year, you should only have to edit the text on the map page (SiteCore: Content >City 

Home > CDD > Zoning and Development > Sustainable Building Requirements > Building Energy 

Disclosure Ordinance > BEUDO Compliance Map) to reflect updated information about the 

data currently displayed in the map. However, if you have to create a new map page, here is 

the process: 
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Once GIS has created the interactive map, you can create a new map page in SiteCore that 

exists as a child page to the BEUDO page. Navigate to Content >City Home > CDD > Zoning and 

Development > Sustainable Building Requirements. Right-click on Sustainable Building 

Requirements, click on Insert, then click on CDD Map Page. 

 

 

 

Lock and Edit the new page and update the page as follows: 

1. Under “GIS Map”, click the drop-down menu under “Map” and select the map that the 

GIS team (Katie Grillo/Jeff Amero) has indicated is the new map. In the case of the 

compliance map, it was called “BEUDO”.  

2. Change the In-Page Height to 500 and the Width to 700 

3. Check “Show Fullscreen Link” 

4. Under “Page Information”, enter the Page Title, the Navigation Title (what will appear in 

the left hand navigation as a sort of table of contents from the Sustainable Building 

Requirements page), enter a description of the page, enter key words for anyone using 

a search engine to find the page. 
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5. Under “Content”, add a brief description of the map, making sure to link to any relevant 

documents or orienting pages, e.g. the latest BEUDO report and latest stats. 

6. Click “Save” and then preview the page under the Publish tab. Once everything looks 

ready, go to the Review tab and click “Submit”. Enter a brief description of what the 

map is. If the map needs to go out ASAP, email helpdesk@cambridgema.gov with the 

details. 

7. Email GIS/IT (Katie Grillo and Justin Handfield) and ask them to move the new webpage 

so that it is nested under the “Building Energy Disclosure Ordinance” page. This way it will 

appear correctly as a child page in the navigation. 

 

Linking to the map from the BEUDO page 

You should create a small icon of the map (see example above) and upload this image to 

SiteCore (Media Library > Images > CDD > Climate > BEUDO > Upload Files. Then, make it link to 

the interactive map page under the “The Latest” tab and the “Data and Reports” tab.  
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Data Disclosure Map 

This interactive map will allow the user to pull up and compare information about BEUDO 

buildings. The information will include property characteristics like area, ownership, property 

type, energy and water use information, and compliance status. Users will be able to compare 

building metrics like site EUI and ENERGY STAR score and be able to filter the buildings that are 

displayed by property characteristics. For example, compare site EUI for all laboratories, or 

compliance status for all multifamily buildings. 
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13. SEED (Standard Energy 

Efficiency Data) 

 
Login information for SEED 

https://seed.lbl.gov  

Username: bcooke@cambridgema.gov 

Password: CambridgeBEUDO2014 

 

Data management will be based primarily in SEED, with analyses done in excel. To import data 

into SEED: 

 

1. Format excel document so that it doesn’t have any rows or columns frozen, there 

isn’t any filtering on any columns, and there’s no conditional formatting. Do a search 

for “new lines” and replace with a comma and a space. A “new line” isn’t currently 

supported by SEED. This happens when there are multiple lines in a single cell in excel. 

For example, the Property Notes field might contain something like this: 

 

This is property x 

It is made up of two buildings 

Building ID xx and xx 

 

Finding “ctrl + enter key” and replacing with “comma, space” will change all 

instances where this happens to: 

 

This is property x, It is made up of two buildings, Building ID xx and xx 

 

2. Upload spreadsheet by going to Data and then either clicking on an existing dataset, 

or clicking  

 

SEED NOTES 

• Matching fields: custom ID 1, PM property ID (we decided not to make this a matching 

field since there are instances where a new account is set up because of change in 

ownership issues, so there may be different PM property IDs referencing a single property) 
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• Can only read the first tab of an excel document, so only include one tab per 

spreadsheet being uploaded 

• Add a label for buildings that have been removed from the master list for that year 

• Make sure each column name is unique in every spreadsheet uploaded, because 

otherwise SEED will replace the “Master” column with whatever the newest version of the 

column says 

• When mapping, change “address line 1” to address 1 so that it doesn’t match on 

address, same for building ID to “custom id 1” 

• Make sure to name files what you want the column header to be in the SEED buildings list 

•  
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112



 

 

 

Cambridge BEUDO Records Inventory 

 

 

 

 

 Data Quality Check (Excel)  

Reporting Years 
Number of Reports 
(Excel)  

Number of Data 
Checks (numerical) Notes 

2014 - 2015 (Reporting 2014 Data)     

Site EUI, Energy Current Date, 
Historical Data Submissions, 
estimated values (water or 
energy) etc. 

2015 - 2016 (Reporting 2015 Data)     

2016 - 2017 (Reporting 2016 Data)     

2017 - 2018 (Reporting 2017 Data) 704 21 

2018 - 2019 (Reporting 2018 Data) 716 20 

2019 - 2020 (Reporting 2019 Data) 682 26 

2020 - 2021 (Reporting 2020 Data) NA NA 

 

 

 

 

 

 

 

 Masterlist (Excel) 

Reporting Years 
Number of 
buildings Number of fields  

2014 - 2015 (Reporting 2014 Data) 980 45 

2015 - 2016 (Reporting 2015 Data) 1128 34 

2016 - 2017 (Reporting 2016 Data) 1093 71 

2017 - 2018 (Reporting 2017 Data)     

2018 - 2019 (Reporting 2018 Data) 1050 47 

2019 - 2020 (Reporting 2019 Data) 1160 51 
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2020 - 2021 (Reporting 2020 Data) NA NA 

 

 

 Communications (Word) 

Reporting Years Reminder Emails Notification Letters 
Noncompliance 
Letters 

2014 - 2015 (Reporting 2014 Data) 4 71 42 

2015 - 2016 (Reporting 2015 Data) 3 47 1 

2016 - 2017 (Reporting 2016 Data) 6 1 NA 

2017 - 2018 (Reporting 2017 Data) 4 32 1 

2018 - 2019 (Reporting 2018 Data) 2 19 15 

2019 - 2020 (Reporting 2019 Data) 2 37 1 

2020 - 2021 (Reporting 2020 Data) NA NA NA 

 

 

 Help Desk Tracker (Excel) 

Reporting Years 
Total number of 
columns 

Help Desk 
Review/Analysis 
(Count of files) 

2014 - 2015 (Reporting 2014 Data) NA NA 

2015 - 2016 (Reporting 2015 Data) 17 1 

2016 - 2017 (Reporting 2016 Data) 23 2 

2017 - 2018 (Reporting 2017 Data)   1 

2018 - 2019 (Reporting 2018 Data) 46 4 

2019 - 2020 (Reporting 2019 Data) 46 NA 

2020 - 2021 (Reporting 2020 Data) NA NA 
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Appendix B 

 
Appendix B - IMT Report 

• Sample Specifications for a Buildings Performance Reporting Software Program 
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Appendix C 

 
Appendix C - Administrative Timeline for BEUDO 

September – December 

• Compile master list of properties covered by the ordinance for the current reporting cycle 

• Update contact info for covered properties 

• Draft and mail notification letters for properties required to comply with the ordinance 

January – April 

• Final covered property list and map is posted to the website 

• Data request template is created and posted to the website 

• Compliance reminder emails are sent to property contacts 

• Communication and help desk support for properties preparing to submit reports by the May 1st 

deadline 

May - September 

• Reporting deadline 

• Follow up communications with non-complying properties 

• Data quality control 

• Data analysis and publishing of reports 
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PRICE PROPOSAL  

Price Quote for a one (1) Year Contract with two (2), one (1) year options to renew.  Options to 

renew are at the sole discretion of the City. 

Please list the total base price. The total base price represents the total cost to the city for a one (1) year 

contract to set up and populate the platform for use by City Staff to administer the ordinance per the 

Scope of Work. 

Total Base Price: ____________________________________________ 

Total Base Price in Words:___________________________________________________________ 

In the event of a discrepancy between the total base price listed in numbers and the total base price 

written in words the written words shall prevail. 

  

Please list the unit price by hourly rate times the estimated number of hours required to complete year 1 

of the Scope of Work.  This is for informational purposes only. 

Unit price:  hourly rate    _____________________  x   estimated # of hours __________________ 

 

Price for Option Year 1: _______________________________ 

This cost represents the annual cost to the City to continue using the platform during Option 

 Year 1, after the first-year contract is completed. This cost must include the total cost of  

 continuing to use the platform, including  hosting and continued operation of all other elements 

 of platform use.  

Price for Option Year 2:  _______________________________ 

The cost represents the annual cost to the City to continue using the platform during Option 

 Year 2. This cost must include the total cost of continuing to use the platform, including hosting 

 and continued operation of all other elements of platform use. 

 

Price Quote for Use of Non-essential Platform Functions (Ordered Alternates) 

The one-time set-up/integration price should reflect the cost to incorporate the use of this functionality 

into the existing platform as it has been setup to perform essential functions.  

The ongoing price should reflect the annual cost to continue using this function in the platform after the 

initial set-up.  

If platform being proposed includes these functions in the base price, option year 1 price and option year 

2 price outline above, please indicate that by entering “included in price quote”  instead of the dollar 

amount. 

1. Tools for calculating and tracking emissions performance over time and determining compliance 

with performance standards  

 

One-time set-up/integration price: _________________________________________ 
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Continued use for Option Year 1 : __________________________________________ 

 

Continued use for Option Year 2:  __________________________________________ 

 

 

2. Ability to group individual reports into a portfolio for determining compliance 

 

One-time set-up/integration price:  _________________________________________ 

 

Continued use for Option Year 1 : __________________________________________ 

 

Continued use for Option Year 2:  __________________________________________ 

 

 

3. Ability to generate, pre-fill, distribute, collect, and manage forms associated with covered 

property (e.g. data templates)  

 

One-time set-up/integration price:  _________________________________________ 

 

Continued use for Option Year 1 : __________________________________________ 

 

Continued use for Option Year 2:  __________________________________________ 

 

 

4. Ability to collect and store ordinance compliance related documents associated with a covered 

property (e.g. documentation for verified energy product purchases such as renewable energy or 

renewable energy credits). 

 

One-time set-up/integration price:  _________________________________________ 

 

Continued use for Option Year 1 : __________________________________________ 

 

Continued use for Option Year 2:  __________________________________________ 

 

 

5. Ability to import data directly from utilities 

 

One-time set-up/integration price:  _________________________________________ 

 

 Continued use for Option Year 1 : __________________________________________ 

 

Continued use for Option Year 2:  ___________________________________________ 

 

 

 

6. Tools for providing actionable information to covered properties, for example report cards, or 

recommended energy improvements 

 

One-time set-up/integration price: __________________________________________ 
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Continued use for Option Year 1 : ______________________________ 

 

Continued use for Option Year 2:  _________________________________________ 

 

7. Tools for disclosing benchmarking results to the general public, for example via web maps and 

dashboards 

 

One-time set-up/integration price: ___________________________________________ 

 

Continued use for Option Year 1 : ____________________________________________ 

 

Continued use for Option Year 2:  ____________________________________________ 

 

8. Updating contact information for covered properties 

 

One-time set-up/integration price: ___________________________________________ 

  

Continued use for Option Year 1 : ____________________________________________ 

 

Continued use for Option Year 2:  ____________________________________________ 

 

 

9. Tools to automate the identification and import of covered properties to  the platform 

 

One-time set-up/integration price: ___________________________________________ 

 

Continued use for Option Year 1 : ____________________________________________ 

 

Continued use for Option Year 2:  ____________________________________________ 

 

 

 

PAYMENT SCHEDULE 

Payment for the contracted amount will be issued in two installments.   

Up to 50% of contract amount can be invoiced upon completion of the platform set-up and testing. 

The remainder of the contract amount can be invoiced upon completion and acceptance  by the City of the  

full platform implementation,  and delivery and acceptance of the development log and user guide. 

 

 

This Price Proposal Form Must be Submitted in a Separate Sealed Envelope Marked Price 

Proposal. 
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  Americans with Disabilities Act (42 U.S.C. 12131) 
Section 504 of the Rehabilitation Act of 1973 
Tax Compliance/Anti-Collusion Statement 

Debarment Statement 
 
 

The Americans with Disabilities Act (the "Act") applies to all employers of fifteen or more employees.  All 
vendors that are subject to the Act must comply with its provisions.  In further compliance with the Act, all 
Contractors who enter into contracts with the City are prohibited from discrimination against the City's 
employees, regardless of the size of the Contractor. 
 
The Act protects against discrimination on the basis of "disability", which is defined as a physical or mental 
impairment that substantially limits at least one "major life activity"; discrimination against a person having a 
history or record of such impairment; and discrimination against an individual regarded - even if inaccurately 
- as having such an impairment.  The Act also expressly prohibits discrimination that is based on an individual's 
relationship or association with a disabled person. 
 
The Contractor shall not discriminate against any qualified employee or job applicant with a disability and will 
make the activities, programs and services covered by any contract awarded through this procurement readily 
accessible to and usable by individuals with disabilities.  To be qualified for a job, or to avail oneself of the 
Contractor's services, the individual with the disability must meet the essential eligibility requirements for 
receipt of the Contractor's services or participation in the Contractor's programs or activities with or without:  
1) reasonable modifications to the Contractor's rules, policies and practices; 2) removal of architectural, 
communication, or transportation barriers; or, 3) provisions of auxiliary aids and services. 
 
By submitting its contract, the Contractor certifies to the City of Cambridge that it understands and will comply 
with all applicable provisions of the Act, including compliance with applicable provisions of Section 504 of the 
Rehabilitation Act of 1973, if the Contractor is receiving federal funds. 
 
The undersigned certifies under penalties of perjury that this contract has been made and submitted in good 
faith and without collusion or fraud with any other person.  As used in this certification, the "person" shall mean 
any natural person, business, partnership, corporation, union, committee, club, or other organization, entity, 
or group of individuals 
 
As required by M.G.L. c. 62C, §49A, the undersigned certifies under the penalties of perjury that the Contractor 
has complied with all laws of the commonwealth relating to taxes, reporting of employees and contractors, 
and withholding and remitting child support. 
 
The undersigned certifies that it is not currently subject to any State or Federal debarment order. 
 
 
Date:  ___________________________________ 
 
 ______________________________________________________ 
(Print Name of person signing bid) 
 
     
(Signature & Title) 

 
 
 
 
 

This form must be submitted with your bid 
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      City of Cambridge CORI Policy 
 

1. Where Criminal Offender Record Information (CORI) checks are part of a general background 
check for employment or volunteer work, the following practices and procedures will generally be 
followed. 

 
2. CORI checks will only be conducted as authorized by Criminal History Systems Board (CHSB). 

All applicants will be notified that a CORI check will be conducted. If requested, the applicant will 
be provided with a copy of the CORI policy. 
 

3. An informed review of a criminal record requires adequate training. Accordingly, all personnel 
authorized to review CORI in the decision-making process will be thoroughly familiar with the 
educational materials made available by the CHSB. 
 

4. Prior to initiating a CORI check, the City will review the qualifications of the applicant to determine 
if the applicant is otherwise qualified for the relevant position. The City will not conduct a CORI 
check on an applicant that is not otherwise qualified for the relevant position. 

 
5. Unless otherwise provided by law, a criminal record will not automatically disqualify an applicant. 

Rather, determination of suitability based on CORI checks will be made consistent with this policy 
and any applicable law or regulations.  
 

6. If a criminal record is received from CHSB, the authorized individual will closely compare the 
record provided by CHSB with the information on the CORI request form and any other identifying 
information provided by the applicant, to ensure the record relates to the applicant.  
 

7. If, in receiving a CORI report, the City receives information it is not authorized to receive (e.g. 
cases with dispositions such as not guilty or dismissal, in circumstances where the City is only 
authorized to receive convictions or case-pending information), the City will inform the applicant 
and provide the applicant with a copy of the report and a copy of CHSB’s Information Concerning 
the Process in Correcting a Criminal Record so that the applicant may pursue correction with the 
CHSB. 

 
8. If the City of Cambridge is planning to make an adverse decision based on the results of the 

CORI check, the applicant will be notified immediately. The applicant shall be provided with a 
copy of the criminal record and the City’s CORI policy, advised of the part(s) of the record that 
make the individual unsuitable for the position and given an opportunity to dispute the accuracy 
and relevance of the CORI record.  
 

9. Applicants challenging the accuracy of the criminal record shall be provided a copy of CHSB’s 
Information Concerning the Process in Correcting a Criminal Record. If the CORI record provided 
does not exactly match the identification information provided by the applicant, the City of 
Cambridge will make a determination based on a comparison of the CORI record and documents 
provided by the applicant. The City of Cambridge may contact CHSB and request a detailed 
search consistent with CHSB policy.  
 

10. If the City of Cambridge reasonably believes the record belongs to the applicant and is accurate, 
then the determination of suitability for the position will be made. Unless otherwise provided by 
law, factors considered in determining suitability may include, but not be limited to the following: 
 
(a) Relevance of the crime to the position sought; 
(b) The nature of the work to be performed; 
(c) Time since the conviction; 
(d) Age of the candidate at the time of offense; 
(e) Seriousness and specific circumstances of the offense; 
(f) The number of offenses; 
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(g) Whether the applicant has pending charges; 
(h) Any relevant evidence of rehabilitation or lack thereof; 
(i) Any other relevant information, including information submitted by 
     the candidate or requested by the City.  

 
 
 
11. The Personnel Department will assist affected departments, in assessing the suitability of 

candidates in accordance with paragraph 10 a through i above, to ensure consistency, fairness, 
and protection of employment opportunities and the public interest.   
 

12. The City of Cambridge will notify the applicant of the decision and the basis of the decision in a 
timely manner.  

 
13. CORI information shall not be disseminated or shared with any unauthorized employees or other 

but shall be maintained in confidence consistent with the obligations of law. 
 

Revised May 5, 2007 
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CORI COMPLIANCE FORM 

 
Persons and businesses supplying goods and/or services to the City of Cambridge (“Vendors”), 

who are required by law to perform CORI checks, are further required by Section 2.112.060 of the 
Cambridge Municipal Code to employ fair policies, practices and standards relating to the screening and 
identification of persons with criminal backgrounds through the CORI system.  Such Vendors, when 
entering into contracts with the City of Cambridge, must affirm that their policies, practices and standards 
regarding CORI information are consistent with the policies, practices and standards employed by the 
City of Cambridge as set forth in the City of Cambridge CORI Policy (“CORI Policy”) attached hereto. 
 

CERTIFICATION 
 

The undersigned certifies under penalties of perjury that the Vendor employs CORI related 
policies, practices and standards that are consistent with the provisions of the attached CORI Policy.  All 
Vendors must check one of the three lines below. 
 
1. _______ CORI checks are not performed on any Applicants. 
 
2. _______ CORI checks are performed on some or all Applicants.  The Vendor, by affixing a 

signature below, affirms under penalties of perjury that its CORI policies, practices and standards 
are consistent with the policies, practices and standards set forth in the attached CORI Policy. 

 
3. _______ CORI checks are performed on some or all Applicants.  The Vendor’s CORI policies, 

practices and standards are not consistent with the attached CORI Policy. Please explain on a 
separate sheet of paper. 

 
 

______________________________ ______________________________ 
(Typed or printed name of person  Signature 
signing quotation, bid or Proposal) 
 
 
_____________________________________________ 
(Name of Business) 

 
 NOTE: 

The City Manager, in his sole discretion may grant a waiver to any Vendor on a contract by   
contract basis. 

 
 Instructions for Completing CORI Compliance Form: 

A Vendor should not check Line 1 unless it performs NO CORI checks on ANY applicant.  
A Vendor who checks Line 2 certifies that the Vendor’s CORI policy conforms to the 
policies, practices and standards set forth in the City’s CORI Policy.  A Vendor with a CORI 
policy that does NOT conform to the City’s CORI Policy must check Line 3 and explain the 
reasons for its nonconformance in writing.  Vendors, who check Line 3, will not be 
permitted to enter into contracts with the City, absent a waiver by the City Manager. 
 

 
 
 

This form must be submitted with your bid 
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WAGE THEFT PREVENTION CERTIFICATION 
 

In Executive Order 2016-1, the City of Cambridge established requirements for City contracts in 
an effort to prevent wage theft. Prospective vendors must provide the following certifications or 
disclosures with their bids/proposals. Failure to provide the following shall result in rejection of the 
bid/proposal.  
 
Instructions for this form:  
 

A prospective vendor must check box 1 or box 2, as applicable, as well as boxes 3-5, and must 
sign this Form, certifying compliance with the requirements set out in this Form. This Form must be 
included with the bid or proposal, and for multi-year contracts must be completed annually on the contract 
anniversary and filed with the Purchasing Agent.  
 

The undersigned certifies under the pains and penalties of perjury that the vendor is in 
compliance with the provisions of Executive Order 2016-1 as currently in effect.  
 
 
All vendors must certify that [check either box 1 or box 2, as applicable]:  
 
 
1.         Neither this firm nor any prospective subcontractor has been subject to a federal or state criminal 
or civil judgment, administrative citation, final administrative determination, order or debarment resulting 
from a violation of G.L. c. 149, G.L. c. 151, or 29 U.S.C. 201 et seq. within three (3) years prior to the date 
of this bid/proposal submission.  
 

OR 
 
 

2.          This firm, or a prospective subcontractor of this firm, has been subject to a federal or state 
criminal or civil judgment, administrative citation, final administrative determination, order or debarment 
resulting from a violation of G.L. c. 149, G.L. c. 151, or 29 U.S.C. 201 et seq. within three (3) years prior 
to the date of this bid/proposal submission and such documentation is included in the bid/proposal 
submission.  
 
In addition, all vendors must certify each of the following:  
 
3.          Any federal or state criminal or civil judgment, administrative citation, final administrative 
determination, order or debarment resulting from a violation of G.L. c. 149, G.L. c. 151, or 29 U.S.C. 201 
et seq. imposed on this firm or on any prospective subcontractor while any bid/proposal to the City is 
pending and, if awarded a contract, during the term of the contract, will be reported to the Purchasing 
Agent or other City department within five (5) days of receiving notice.  
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4.           Vendors awarded a contract that have disclosed a federal or state criminal or civil judgment, 
administrative citation, final administrative determination, or order resulting from a violation of G.L. c. 149, 
G.L. c. 151, or 29 U.S.C. 201 et seq. within three (3) years prior to the date of this bid/proposal, while the 
bid/proposal was pending, or during the term of the contract shall, upon request, furnish their monthly 
certified payrolls for their City contract to the Purchasing Agent for all employees working on such 
contract and are required to obtain a wage bond or other suitable insurance in an amount equal to the 
aggregate of one year’s gross wages for all employees. Vendors subject to a state or federal debarment 
for violation of the above laws or prohibited from contracting with the Commonwealth are prohibited from 
contracting with the City, and upon a finding or order of debarment or prohibition, the City may terminate 
the contract.  
 
5.            Notice provided by the City, informing employees of the protections of Executive Order 2016-1 
and applicable local, state, and federal law will be posted by this firm in conspicuous places.  
 
 
 
Attested hereto under the pains and penalties of perjury:  
 
 
 
_______________________________________           ________________________________ 
(Typed or printed name of person signing         Signature  
quotation, bid or proposal)  
 
 
 
 
______________________________________________ 
(Name of Business)  

 
 
Pursuant to Executive Order 2016-1, vendors who have been awarded a contract with the City of 
Cambridge must post the Massachusetts Wage and Hour Laws notice informing employees of the 
protections of G.L. c. 149, G.L. c. 151, and 21 U.S.C. 201 et seq. in conspicuous places. This notice can 
be found at http://www.mass.gov/ago/docs/workplace/wage/wagehourposter.pdf 
 

 
 
 
 

 
This form must be submitted with your bid 
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 ORDINANCE NUMBER 1376 

 

Final Publication Number 3390.  First Publication in the Chronicle on November 5, 2015. 

 

City of Cambridge 

 

In the Year Two Thousand and Fifteen 

 

AN ORDINANCE 

 

In amendment to the Ordinance entitled “Municipal Code of the City of Cambridge” 

 

Be it ordained by the City Council of the City of Cambridge that the Municipal Code of the 

City of Cambridge be amended as follows: 

 

Chapter 2.121 

LIVING WAGE ORDINANCE Sections: 

2.121.010 Title and Purpose 

2.121.020 Definitions 

2.121.030 Living Wage 

2.121.040 Standard Compensation 

2.121.050 Waivers and Exceptions 

2.121.060 Notification Requirements  

2.121.070 Duties of covered Employers 

2.121.080 Community Advisory Board 

2.121.090 Enforcement   

2.121.100 Severability  

2.121.110 Effective Date 

 

2.121.010 Title and Purpose. 

This Chapter shall be known as the"Cambridge Living Wage 

Ordinance". The purpose of this ordinance is to assure that employees of the City of Cambridge 

and employees of City contractors, subcontractors and beneficiaries of tax abatements, loans, grants, 

subsidies and other assistance provided by the City earn an hourly wage that is needed to support a 

family of four.  

2.121.020 Definitions. 

For the purposes of this ordinance, the term: 

(a) "Applicable Department" means the Personnel Department for employees of the City of Cambridge, 

the Purchasing Department,  with the advice and assistance of the appropriate department which 

receives the services, for Covered Employers who contract or subcontract with the City of Cambridge, the 

School Department for employees, contractors and subcontractors of the School Department, and 
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the City Manager's Office for any other Person who is a Beneficiary of assistance other than a 

contract or subcontract. 

(b) "Assistance" means:  

(1) any grant, loan, tax incentive, bond financing, subsidy, or other form of assistance valued at 

least $10,000 that an employer receives by or through the authority or approval of the City of 

Cambridge, including, but not limited to, c. 121A tax abatements, industrial development bonds,

 Community Development Block Grant (CDBG) loans and grants, Enterprise Zone 

designations awarded after the effective date of this Chapter, and the lease of City owned land or buildings 

below market value; and 

(2) any service contract, as defined herein, of at least $10,000 with the City of Cambridge 

that is made with an employer to provide services pursuant t o  G . L . C .  3 0 B  o r  o t h e r  p u b l i c  

procurement laws, awarded, renegotiated or renewed after the effective date of this Chapter. 

(3) any service subcontract, as defined herein, of at least $10,000. 

(c) "Beneficiary" means: 

(1) any person who is a recipient of Assistance;  

(2) any company or person that is a tenant or sub-tenant, leaseholder or sub-leaseholder of 

a recipient of Assistance, provided that said company or person employs at least 25 persons and 

occupies property or uses equipment or property that is improved or developed as a result of Assistance, 

after the effective date of this Chapter; and  

 

(d) Covered Employer" means the City of Cambridge or a Beneficiary of Assistance, but does not 

include a Covered Building Services Employer.  

 

(e) "Covered Employee" means: 

(1) a person employed by the City of Cambridge except for persons in those posit ions 

l isted in Section 2.121.040(j) of this ordinance; and 

 

(2) a person, other than a Covered Building Service Employee, employed by a Covered 

Employer, or a person employed by an independent contractor doing business with a Covered Employer, 

who would directly expend any of his or her time on the activities funded by the contract or the activities 

for which the Beneficiary received the Assistance, except for persons in those positions listed in Section 

2.121.040(j) of this ordinance. 

(f) "Living Wage" has the meaning stated in Section 2.121.030. 

(g) "Person" means one or more of the following or their agents, employees, servants, 

representatives, and legal representatives: individuals, corporations, partnerships, joint ventures, 

associations, labor organizations, educational institutions, mutual companies, joint-stock 

companies, trusts, unincorporated organizations, trustees, trustees in bankruptcy, receivers, 

fiduciaries, and all other entities recognized at law by the Commonwealth of Massachusetts.  

(h) “Service Contract” means a contract let to a contractor by the City of Cambridge for the 

furnishing of services, to or for the City, except contracts where services are incidental to the delivery of 

products, equipment or commodities. A contract for the purchase or lease of goods, products, equipment, 

supplies or other property is not a “service contract” for the purposes of this definition.  
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(i) “Service Subcontract” means a subcontract primarily for the furnishing of services, to or for a 

recipient of Assistance, except where services are incidental to the delivery of products, equipment or 

commodities. A contract for the purchase or lease of goods, products, equipment, supplies or other 

property is not a “service subcontract” for the purposes of this definition. 

 

(j) “Covered Building Service Employee” means any person performing building service work for a 

Covered Building Service Employer, either directly or through a contract or subcontract.  

 

(k) “Building Services” or “Building Service Work” means work performed in connection with the 

cleaning of buildings and security guard services. 

 

(l) “Covered Building Service Contract” means a contract or subcontract to provide Building Services 

to the City of Cambridge or any of its departments or subdivisions.   

 

(m) “Covered Building Service Contractor” or “Covered Building Service Employer” means an 

entity providing Building Services on a Covered Building Service Contract or subcontract with the City or 

any of its departments or subdivisions.  

 

(n) “Standard Compensation” has the meaning stated in Section 2.121.040. 

2.121.030 Living Wage. 

(a) Applicability. Covered Employers shall pay no less than the Living Wage to their employees. 

(b) Amount of wage. The Living Wage shall be calculated on an hourly basis and shall be no less than 

$10.00, subject to adjustment as provided herein. The Living Wage shall be upwardly adjusted each year 

no later than March first in proportion to the increase at  the immediately preceding December 

31 over the year earlier level of the Annual Average Consumer Price Index for All Urban Consumers 

(CPI -U) Boston-L a wre nc e -Sa l e m,  M A -  NH,  as  published by the Bureau of Labor Statistics, 

United States Department of Labor applied to $10.00. 

(c) No reduction in collective bargaining wage rates. Nothing in this Chapter shall be read 

to require or authorize any beneficiary to reduce wages set by a collective bargaining agreement. 

(d)  Cuts  in non-wage benef i t s  prohibited. No Beneficiary will fund wage increases required 

by this Chapter, or otherwise respond to the provisions of this Chapter, by reducing the health, insurance, 

pension, vacation, or other non-wage benef i t s  of  any of  i t s  employees. 

2.121.040 “Standard Compensation”  

(a) Applicability. Covered Building Services Employers shall pay no less than the Standard Compensation 

to Covered Building Service Employees. 

(b) Standard Compensation shall include the standard hourly rate of pay for the relevant 

classification. 

(c) Amount. (i)The “Standard Hourly Rate of Pay” for Covered Building Service Employees other 

than for security guards shall be the greatest of the following:  
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(1) The Living Wage rate as defined in 2.121.030; or  

(2) the prescribed rate of wages as determined by the director of the department of labor standards pursuant 

to section 27H of chapter 149 of the General Laws of Massachusetts.  

 

(ii)The “Standard Hourly Rate of Pay for security guards” shall be the greatest of the following:  

(1) The Living Wage rate as defined in 2.121.030; or  

(2) the prescribed rate of wages as determined by the director of the department of labor standards pursuant 

to section 3 of chapter 195 of the Massachusetts Acts of 2014; or  

(3) the hourly rate paid to workers in the relevant classification under a preceding Building Service 

Contract.  

 (iii) The Standard Hourly Rate of Pay for Covered Building Service Employees other than for security 

guards shall be annually adjusted to be no less than the greatest of the following:  

(1) the previous hourly rate of pay increased by the annual percentage difference between the current 

Boston-L a wr e nc e -Sa l e m,  M A -  NH  Consumer Price Index (CPI) for all items for All Urban 

Consumers and the same CPI for the same month of the previous year, or  

(2) the current prescribed rate of wages as determined by the director of the department of labor standards 

pursuant to section 27H of chapter 149 of the General Laws of Massachusetts.  

(iv) The Standard Hourly Rate of Pay for security guards shall be annually adjusted to be no less than the 

greatest of the following:  

(1) the previous hourly rate of pay increased by the annual percentage difference between the current 

Boston-L a wr e nc e -Sa l e m,  M A -  NH  Consumer Price Index (CPI) for all items for All Urban 

Consumers and the same CPI for the same month of the previous year, or  

(2) the current prescribed rate of wages as determined by the director of the department of labor standards 

pursuant to section 3 of chapter 195 of the Massachusetts Acts of 2014. 

(v) “Standard Benefits” for Covered Building Service Employees other than for security guards shall be an 

hourly supplement furnished by a Covered Building Service Employer  to a Covered Building Service 

Employee in one of the following ways: (1) in the form of health and other benefits (not including paid 

leave) that cost the Covered Building Service Employer the entire required hourly supplemental amount; 

(2) by providing a portion of the required hourly supplement in the form of health and other benefits (not 

including paid leave) and the balance in cash; or (3) by providing the entire supplement in cash.  The 

required hourly supplemental rate shall be equal to the greatest of the following: (1) the monetary value of 

the health and other benefits (not including paid leave) provided under the prescribed rate of wages as 

determined by the director of the department of labor standards pursuant to section 27H of chapter 149 of 

the General Laws of Massachusetts; or (2) twenty percent (20%) of the standard hourly rate of pay. 

(vii) “Standard Benefits for security guards” shall be an hourly supplement furnished by a Covered Building 

Service Employer  to a Covered Building Service Employee in one of the following ways: (1) in the form 

of health and other benefits (not including paid leave) that cost the Covered Building Service Employer the 

entire required hourly supplemental amount; (2) by providing a portion of the required hourly supplement 
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in the form of health and other benefits (not including paid leave) and the balance in cash; or (3) by 

providing the entire supplement in cash.  The required hourly supplemental rate shall be equal to the greatest 

of the following:  the monetary value of the health and other benefits (not including paid leave) provided 

under the prescribed rate of wages as determined by the director of the department of labor standards 

pursuant to section 3 of chapter 195 of the Massachusetts Acts of 2014; or (2) twenty percent (20%) of the 

standard hourly rate of pay. 

(viii) For the purposes of this section, “benefits” shall not include workers compensation or other legally 

mandated insurance, nor shall it include the value of any benefit for which the Covered Building Service 

Employee is eligible, but for which no payment is actually made by a Covered Building Service 

Employer to the Covered Building Service Employee or to any other party on the Covered Building 

Service Employee’s behalf, because the Covered Building Service Employee either does not actually 

utilize or does not elect to receive the benefit for any reason 

(ix) Standard benefits for Covered Building Service Employees other than for security guards shall be 

adjusted annually to be no less that equal to the value of the greatest of the following: (1) the value of the 

previous standard benefits increased by the annual percentage difference between the current Boston-

Lawrence -Sal em,  MA -  NH Consumer Price Index (CPI) for all items for All Urban Consumers and 

the same CPI for the same month of the previous year, or (2) the current monetary value of the health and 

other benefits (not including paid leave) provided under the prescribed rate of wages as determined by the 

director of the department of labor standards pursuant to section 27H of chapter 149 of the General Laws 

of Massachusetts.  

(x) Standard benefits for security guards shall be adjusted annually to be no less that equal to the value of 

the greatest of the following: (1) the value of the previous standard benefits increased by the annual 

percentage difference between the current Boston-Lawrence -Sa lem,  MA -  NH Consumer Price 

Index (CPI) for all items for All Urban Consumers and the same CPI for the same month of the previous 

year, or (2) the current monetary value of the health and other benefits (not including paid leave) provided 

under the prescribed rate of wages as determined by the director of the department of labor standards 

pursuant to section 3 of chapter 195 of the Massachusetts Acts of 2014. 

2.121.050  Waivers and Exceptions. 

(a) Waivers. A Covered Employer may request that the City Manager grant a p a r t i a l  o r  w h o l e  

w a i v e r  t o  t h e  requirements of this Chapter. There shall be no waivers or exceptions made with 

respect to the Standard Compensation for Covered Building Service Employees. 

(b) General Waivers. Waivers may be granted where application of this Chapter  t o  a  

par t i cul ar  form of  Assistance is found by the City Solicitor to violate a specific state or federal 

statutory, regulatory or constitutional provision or provisions, and the City Manager approves the 

waiver on that basis. 

(c) Hardship Waivers for certain not- for-profit employers. An employer, who has a contract with 

the City of Cambridge which is not subject to the provisions of G.L. c. 30B, may apply to the City 

Manager for a specific waiver where payment of the Living Wage by a not-for-profit Covered Employer 

would cause a substantial hardship to the Covered Employer. 

(d) Chapter 30B contract waivers. Prior to issuing an invitation for bids for a procurement contract 

subject to the p r ov i s i ons  o f  G. L .  c .  30B,  a ny  

Applicable Department may apply to the City Manager for a waiver of the application of the Living Wage 
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to the contract where payment of the Living Wage by a Covered Employer would make it inordinately 

expensive for the City to contract for the services or would result in a significant loss of services, because 

the contracted work cannot be segregated from the other work of the Covered Employer. 

(e) General Waiver Request Contents. All General Waiver requests shall include the following: 

(1) The nature of the Assistance to which this Chapter applies; 

(2) The specific or official name of the Assistance and Assistance program, the statutory 

or regulatory authority for the granting of the Assistance, and a copy of that authority; 

(3) The conflicting statutory, regulatory, or constitutional provision or provisions that makes 

compliance with this Chapter unlawful, and a copy of each such provision; and 

(4) A factual explication and legal analysis of how compliance with this Chapter would 

violate the cited provision or provisions, and the legal consequences that would attach if the violation 

were to occur. 

( f )  H ar ds hi p  Wai ve r  Re q ue s t  Contents. All Hardship Waiver requests shall include the 

following: 

(1) The nature of the Assistance to which this Chapter applies; 

(2) A detailed explanation of why payment of the Living Wage would cause a substantial 

hardship to the Covered Employer; and 

(3) A statement of proposed wages below the Living Wage. 

(g) Chapter 30B Contract Waiver Request Contents. A Chapter 30B contract waiver request shall 

include the following: 

(1) The nature of the Assistance to which this Chapter applies; 

(2) A detailed explanation of why the contracted work cannot be segregated from the other 

work of the bidding Covered Employers thereby making the cost of the contract with the payment of 

the Living Wage inordinately expensive or would result in a significant loss of services; 

(h) Community Advisory Board 

review and recommendation regarding waiver requests. The Community  Advisory 

Board,  as  described in Section 2.121.070 of this ordinance, shall consider waiver requests a l o n g  

w i t h  t h e i r  s u p p o r t i n g  documentation and analysis, and may hold a public hearing to 

consider the views of the public before making a recommendation to the City Manager regarding 

the waiver request. For a hardship waiver, the Community A d v i s o r y  B o a r d  s h a l l  o f f e r  

a n  opportunity to be heard to employees of the Covered Employer. After reviewing the recommendation 

of the Community Advisory Board, the City Manager may approve and grant or deny all or part of a 

request. The City Manager may in his or her discretion grant a temporary hardship waiver pending the 

hearing before the Community Advisory Board. For Chapter 30B contract waivers, the 

Community Advisory Board shall make its recommendation to the City Manager no more than thirty 

days after it is notified of the request for a Chapter 30B contract waiver. 

(i) Terms of  exceptions. If  an employer is subject to this Chapter as a result of its receipt of 

more than one kind of Assistance covered by this Chapter, and if the City Manager grants a 

waiver with respect to one form of Assistance, the City Manager need not find that this Chapter is 

inapplicable to the employer with respect to another form of Assistance received by the employer. 

(j) Exceptions. The following positions will be excepted from the requirement of the payment of the 

Living Wage upon certification in an affidavit in a form approved by the Applicable Department and 

signed by a principal officer of the Covered Employer that the positions are as follows: 
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(1) youth hired pursuant to a city, state, or federally funded program which employs youth as defined 

by city, state, or federal guidelines, during the summer, or as part of a school to work program, or in other 

related seasonal or part-time program; 

(2) work-study or cooperative educational programs; 

(3) trainees who are given a stipend or wage as part of a job training program that provides the 

trainees with additional services, which may include, but are not limited to, room and board, case 

management, or job readiness services. 

(4) persons working in a 

recognized supported employment program that provides workers with additional services, which 

may include, but are not limited to, room and board, case management, counseling, or job coaching: 

(5) positions where housing is provided by the employer; 

(6) employees who are exempt from federal or state minimum wage requirements; and 

(7) individuals employed by the C i t y  o f  C a m b r i d g e  w h e r e  t h e  employment of such 

individuals is intended primarily to provide a benefit or subsidy to such individuals, although the City is 

compensating them for work performed. 

2.121.060 Notification 

Requirements. 

All Applicable Departments shall provide in writing an explanation of the requirements of this 

ordinance in all requests for bids for service contracts and  t o  a l l  per sons  applying  for  

Assistance as defined by this ordinance. All persons who have signed a service contract with the City of 

Cambridge or a contract for Assistance shall forward a copy of such requirements to any person submitting 

a bid for a subcontract on the Assistance contract. 

 

 All Covered Building Service Contracts and all solicitations for Building Services issued by the 

City of Cambridge or any of its departments or subdivisions, shall contain a provision indicating the 

number of hours or work required and stating the Standard Compensation for the relevant classification 

that is applicable to the Covered Building Service Employees and shall contain a stipulation that the 

Covered building Service employees shall be paid not less than the Standard Compensation for the 

relevant classifications.   

All requests for proposals or other solicitations and all specifications for Building Service Work, 

shall include specific reference to this chapter, shall state the required number of hours, and shall require 

prospective building service contractors to submit pricing on a standard worksheet furnished by the City 

that specifies the components of hourly pricing for the duration of the contract. 

2.121.070Duties of Covered Employers. 

(a) Notification Requirements. 

Covered employers and Covered Building Service Employers shall provide each Covered employee 

with a fact sheet about this ordinance and shall post a not ice  about  t he  ordinance i n  a  

conspicuous location visible to all employees. The fact sheet and poster shall be provided to the 

Covered Employer by the Applicable Department and shall include: 

(1) notice of the Living Wage amount and notice of the Standard Compensation amount; 

(2) a summary of the provisions of this ordinance; 
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(3) a  d e s c r i p t i o n  o f  t h e  enforcement provisions of the ordinance; 

 (4)the name, address, and phone number of a person designated by the Applicable 

Department to whom complaints of noncompliance with this ordinance should be directed. 

(b) Contract for Assistance. At the time of signing a contract for assistance with the City of 

Cambridge or with a Beneficiary, or a Covered Building Service Contract, the contract must include 

the following: 

(1) the name of the program or project under which the contract or subcontract is being 

awarded; 

(2) a local contact name, address, and phone number for the Beneficiary; 

(3) a written commitment by the Benef i c i a ry  t o  pa y  a l l  Covered  Employees not less 

than the Living Wage or Standard Wage if applicable, as subject to adjustment under this ordinance and to 

comply with the provisions of this ordinance; 

(4) a list of Covered Employees and Covered Building Service Employees under the contract with 

the employees’ job titles; 

(5) a list of all subcontracts either awarded or that will be awarded to Beneficiaries with funds 

from the Assistance. Upon s igning any  

subcontracts, the Covered Employer shall forward a copy of the subcontract to the Applicable 

Department. 

(c) Maintenance of payroll records. Each Covered Employer shall maintain payrolls for all Covered 

Employees and basic records relating thereto and shall preserve them for a period of three years. The records 

shall contain the name and address of each employee, the job title and classification, the number of hours 

worked each day, the gross wages, deductions made, actual wages paid, and copies of social security 

wage and withholding reports, and evidence of payment thereof and such other data as may be required 

by the Applicable Department from time to time. 

(d) Applicable Department duties. The Applicable Department shall cause investigations to be 

made as may be necessary to determine whether there has been compliance with this Ordinance. The 

Applicable Department shall report the findings of all such investigations to the Community Advisory 

Board. 

(e) Covered Employer to cooperate. The Covered Employer shall submit payroll records on 

request to the Applicable Department. The Covered Employer shall permit City 

representatives to observe work being performed upon the work site, to interview employees and 

to examine the books and records relating to the payrolls being investigated to determine payment of 

wages. 

(f) City Assistance Reports. Each Applicable Department shall file a City Assistance Report with the 

City Manager and the Community Advisory Board by July 31 of each year The report shall include, for 

each Assistance package or contract approved during the preceding fiscal year: 

(1) the name of the Applicable Department (awarding agency), the name of the specific program 

under which the Assistance was awarded, and the origin of funds for Assistance; 

(2) a description of the purpose or project for which the Assistance was awarded; 

(3) the name, address, and phone number of a local contact person for the Covered Employer; 

(4) the total cost to the City of Assistance provided to each Beneficiary, including both face-value 

of Assistance, as well as revenue not collected as a result of the Assistance. 
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(g) Payroll reporting.  Every six (6) months, a Covered Building Service Employer, shall file with the 

City a complete certified payroll showing the Covered Building Service Employer's payroll records for 

each Covered Building Service Employee. Upon request, the Covered Building Service Employer shall 

produce for inspection and copying the payroll records for any or all applicable Covered Building Service 

Employees for the prior three (3) year period. 

(h) Transitional Employment Period.  The City shall give advance notice to a Covered Building Service 

Contractor and any collective bargaining representative of the Covered Building Service Contractor that a 

Covered Building Service Contract will be terminated, and the City shall also provide the name, address, 

and telephone number of the successor Covered Building Service Contractor or contractors where known.  

The terminated Covered Building Service Contractor shall, within five (5) days after receipt of such notice, 

provide to the successor Covered Building Service Contractor , the name, address, date of hire, and 

employment occupation classification of each employee employed at the site or sites covered by the 

building service contract at the time of receiving said notice.  If a successor Covered Building Service 

Contractor has not been identified by the City be the end of the five (5) day pay period, the terminated 

Covered Building Service Contractor shall provide the information to the City, at the same time that the 

terminated contractor shall provide each affected employee with notice of his/her right to obtain 

employment with the successor Covered Building Service Contractor .   

A successor Covered Building Service Contractor or subcontractor where applicable shall retain for a 90-

day transitional employment period all employees who were employed by the terminated Covered Building 

Service Contractor and its subcontractors at the building(s) covered by the terminated contract.  This 

requirement shall not apply in the event the City chooses to employ building service employees directly. 

If at any time the successor Covered Building Service Contractor determines that fewer employees are 

required to perform the new service contract than had been performing such services under the terminated 

contract, the successor Covered Building Service Contractor shall retain the employees by seniority within 

job classification. Except for such layoffs, during the 90-day transition period, the successor Covered 

Building Service Contractor shall not discharge without cause an employee.  During the 90-day transition 

period, the successor Covered Building Service Contractor shall maintain a preferential hiring list of those 

employees not retained from which the successor contractor or its subcontractors shall hire additional 

employees.  

2.121.080 Community Advisory Board. 

(a) Purpose. The purpose of the Community Advisory Board shall be to review the  

effect iveness  of  th is  Ordinance at creating and retaining L i v i n g  W a g e  j o b s ,  t o  

m a k e  recommendations to the City Manager regarding the granting of Waivers to Covered 

Employers, to review the implementation and enforcement of this ordinance, and to make 

recommendations from time to time in connection therewith. 

(b) Composition. The Community Advisory Board shall be composed of nine  members and 

shal l  include representatives of labor unions, 

community organizations and the business community. All members will be appointed by the 

City Manager. Members of the Board shall serve a three-year term. Whenever a vacancy shall 

occur the City Manager shall appoint a replacement within thirty days of said vacancy. 
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(c) Meetings. The Community Advisory Board shall meet quarterly and in special session as required. 

All meetings of the Board shall be open to the public and will allow for public testimony on the uses 

of the City Assistance generally, and on specific instances of Assistance or proposed Assistance as 

received or sought by individual enterprises. 

(d) (d) Conflict of Interest. No member of the Community Advisory Board shall participate in any 

proceeding concerning a Beneficiary, a Covered Employer or a Covered Employee, or applicant for 

waiver or exemption, if the member or any member of his or her immediate family has a direct or 

indirect financial i n t er es t  i n  t he  ou t come of  sa id  proceeding. 

2.121.090 Enforcement. 

(a) Enforcement powers. In order to enforce this Chapter, the Applicable Department may, with the 

approval and assistance of the City Solicitor, issue subpoenas, compel the attendance and testimony of 

witnesses and production of books, papers, records, and documents relating to payroll records necessary for 

hearing, investigations, and proceedings. In case of failure to comply with a subpoena, the City may 

apply to a court of appropriate jurisdiction for an order requiring the attendance and testimony of 

witnesses and the productions of books, papers, records, and documents. Said court, in the case of a 

refusal to comply with any such subpoena, after notice to the person subpoenaed, and upon finding 

that the attendance or testimony of such witnesses or the production of such books, papers, records, 

and documents, as the case may be, is relevant or necessary for such hearings, investigation, or 

proceedings, may issue an order requiring the attendance or  testimony of  such witnesses 

or the production of such documents and any violation of the court’s order may be punishable 

by the court as contempt thereof.  

(b) Complaint procedures.  An 

employee who believes that he or she is a Covered Employee or an applicant for a position to be filled 

by a Covered Employee who believes that his or her employer  is  not  complying with 

requirements of this Chapter applicable to the employer may file a complaint with the Applicable 

Department or with the Community Advisory Board. Complaints of alleged violations may also 

be filed by concerned citizens or by the City Council. Complaints of alleged violations may be made at any 

time, but in no event more than three years after the last date of alleged violation, and shall be 

investigated promptly by the Applicable Department. Statements 

written or oral, made by an employee, shall be treated as confidential and shall not  be disclosed to 

the Covered Employer without the consent of the employee. 

(c)Investigations and hearings. The Applicable Department shall investigate the complaint, and may, in 

conjunction w i t h  t he  C i ty  So l i c i t o r ,  a nd  i n  accordance with the powers herein granted, 

require the production by the employer of such evidence as required to determine compliance. Prior to 

ordering any penalty the applicable Department shall give notice to the employer and conduct a hearing. 

If at any time during these proceedings,  the employer  voluntarily makes restitution of the 

wages not paid to the employee making the complaint and to any similarly situated employees, by 

paying all back wages owed plus interest at the average prior year Massachusetts passbook savings 

bank rate, or otherwise remedies 

the violation alleged if the violation involves matters other than wages, then the Applicable 

Department shall  thereafter dismiss the complaint against the employer. 

(d) Remedies. In the event that the Applicable Department, after notice and hearing, determines that any 
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Covered Employer has failed to pay the Living Wage rate or has otherwise violated the p rov i s ions  o f  

t h i s  Cha pte r ,  t he  Applicable Department may order any or all of the following penalties and relief: 

(1) Fines up to the amount of $300 for each Covered Employee for each day that the Covered 

Employer is in violation of this Ordinance, except if the violation was not knowing and willful, then the 

total fine shall not exceed the amount of back wages plus interest owed; 

(2) Suspension of ongoing contract and subcontract payments; 

(3) Ineligibility for future City Assistance for  up to three years  beginning when all 

penalties and restitution have been paid in full. In addition, all Covered Employers having any 

principal officers who were principal officers of a barred beneficiary shall be ineligible under this section; 

and 

(4) Any other action deemed appropriate and within the discretion and authority of the city. 

Remedies in this section shall also apply to the party or parties aiding and abetting in any violation of this 

chapter. 

(e) Private right of action.Any Covered Employee, or any person who was formerly employed by a 

Beneficiary, may bring an action to enforce the provisions of this Chapter to recover back pay and 

benefits, attorneys fees and costs, by filing suit against a Beneficiary in any court of competent 

jurisdiction. 

 

(f) Remedies herein non-exclusive. No remedy set forth in this Chapter is intended to be 

exclusive or a prerequisite for asserting a claim for relief to enforce the right granted under this Chapter in 

a court of law. This Chapter shall not be construed to limit an employee’s right to bring a common law 

cause of action for wrongful termination. 

(g) Retaliation and discrimination barred. A Covered Employer shall not discharge, reduce the 

compensation or otherwise retaliate against any employee for making a complaint to the City, otherwise 

asserting his or her rights under this Chapter, participating in any of its proceedings or using any 

civil remedies to enforce his or her rights under the Chapter. The City shall investigate allegations of 

retaliation or discrimination and shall, if found to be true, after notice and a hearing, order appropriate 

relief as set out in paragraphs (c) and (d) herein. 

 2.121.100 Severability. 

In the event any provision of this ordinance shall be held invalid or unenforceable by any court of 

competent jurisdiction, such holding shall not invalidate or render unenforceable any other provisions 

hereof. 

 2.121.110 Effective Date. 

This law shall be effective sixty (60) after final passage. 

 

In City Council December 21, 2015. 

Passed to be ordained by a yea and nay vote:- 

Yeas 9; Nays 0; Absent 0; Present 0. 

 Attest:- Donna P. Lopez, City Clerk. 
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 A true copy; 

 

 ATTEST:- 

 Donna P. Lopez 

                                                                                                 City Clerk 

 

 

 

 

 

The Living Wage Ordinance (2.121) provides, at 1.121.030(b) that the wage shall be upwardly 

adjusted each year no later than March 1st in proportion to the increase in the Annual Average 

Consumer Price Index for the prior calendar year for All Urban Consumers (CPI-U) in the 

Boston area, as published by the federal Bureau of Labor Statistics. 

 

For calendar year 1999, the CPI-U increased by 2.5%. Therefore the new living wage, as of 

March 1, 2000 is $10.25. 

 

For calendar year 2000, the CPI-U increased by 4.3%. Therefore the new living wage, as of 

March 1, 2001 is $ 10.68. 

 

For calendar year 2001, the CPI-U increased by 4.3%. Therefore the new living wage, as of March 

1, 2002 is $11.11. 

 

For calendar year 2002, the CPI-U increased by 2.6% . Therefore the new living wage, as of 

March 1, 2003 is $11.37. 

 

The City Council has voted to amend the section of the Living Wage Ordinance (1.121.030 (b) 

that provides the method for calculating cost of living increases each year. As a result of this 

change, the living wage as of March 30, 2003 is $11.44. 

 

For calendar year 2003, the CPI-U increased by 3.76%. Therefore the new living wage, as of 

March 1, 2004 is $11.87. 

 

For calendar year 2004, the CPI-U increased by 2.7%. Therefore the new living wage, as of 

March 1, 2005 is $12.19. 

 

For calendar year 2005, the CPI-U increased by 3.3%. Therefore the new living wage, as of 

March 1, 2006 is $12.59. 

 

For calendar year 2006 the CPI-U increased by 3.1 %. Therefore the new living wage, as of 

March 1, 2007 is $12.98.   

 

For calendar year 2007 the CPI-U increased by 1.9 %. Therefore the new living wage, as of 

March 1, 2008 is $13.23. 

 

For calendar year 2008 the CPI-U increased by 3.5 %. Therefore the new living wage, as of March 

1, 2009 is $13.69.  

138



 

 

 

For calendar year 2009 the CPI-U decreased by .67 %. Therefore the new living wage, as of March 

1, 2010 will remain at $13.69.  

 

For calendar year 2010 the CPI-U increased by 1.57%.  Therefore the new living wage, as of March 

1, 2011 is $13.90. 

 

For calendar year 2011 the CPI-U increased by 2.71%.  Therefore the new living wage, as of March 

1, 2012 is $14.28. 

 

For calendar year 2012 the CPI-U increased by 1.58%.  Therefore the new living wage, as of March 

1, 2013 is $14.51. 

 

For calendar year 2013 the CPI-U increased by 1.37%.Therefore the new living wage, as of March 

1, 2014 is $14.71. 

 

For calendar year 2014 the CPI-U increased by 1.61% Therefore the new living wage, as of March 

1, 2015 is $14.95. 

 

For calendar year 2015 the CPI-U increased by .06% Therefore the new living wage, as of March 

1, 2016 is $15.04. 

 

For calendar year 2016 the CPI-U increased by .1.47% Therefore the new living wage, as of March 

1, 2017 is $15.26. 

 

For calendar year 2017 the CPI-U increased by .2.51% Therefore the new living wage, as of March 

1, 2018 is $15.64. 

 

For calendar year 2018 the CPI-U increased by 3.29% Therefore the new living wage, as of 

March 1, 2019 is $16.15. 

 

For calendar year 2019 the CPI-U increased by 1.91% Therefore the new living wage, as of 

March 1, 2020 is $16.46. 

 

For calendar year 2020 the CPI-U increased by 1.13% Therefore the new living wage, as of 

March 1, 2021 is $16.65. 
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City of Cambridge 
 Articles of Agreement      
    
Commodity: 
File Number: 
 
This agreement is made and entered into this ____________, by and between the City of Cambridge ("the 
CITY"), a municipal corporation organized and existing under the laws of the Commonwealth of 
Massachusetts,  and ___________, existing under the laws of the State of _________________ ("the 
Contractor"). 
 
Address: 
Telephone, Fax, E-mail: 
 

Article I.  Definition.  "This Contract" as used herein shall mean these Articles of Agreement and "the bid 
documents," which include, but are not limited to, the instructions to bidders, the Contractor's bid or proposal, 
the specifications, the general conditions, the requirements, the applicable addenda, and all documents and 
forms submitted with the Contractor's bid or proposal that were accepted by the City. 
 
Article II.  Duration.  The Contractor shall commence the performance of this contract for the period beginning 
on ________ and ending on ____________. 
 
Article III.  Terms.   The Contractor agrees to provide the services all in accordance with the bid documents 
of (bid opening date) or (proposal if appropriate). 
 
Contract Value: $ 
 
Article IV.  Payment.  The City agrees to pay to Contractor the sum set forth in the Contractor's bid or 
proposal.  Contractor shall invoice department to which it provided the service, not the Purchasing 
Department. 
 
Article V.  Termination.   The following shall constitute events of default under this Contract requiring 
immediate termination:  a) any material misrepresentation made by the Contractor, b)  any failure by the 
Contractor to perform any of its obligations under this Contract including, but not limited to, the following:  (i)  
failure to commence performance of this Contract at the time specified in this Contract due to a reason or 
circumstance within the Contractor's reasonable control, (ii)  failure to perform this Contract with sufficient 
personnel and equipment or with sufficient material to ensure the completion of this Contract within the 
specified time due to a reason or circumstance within the Contractor's reasonable control, (iii)  failure to 
perform this Contract in a manner reasonably satisfactory to the City, (iv)  failure to promptly re-perform within 
reasonable time the services that were rejected by the City as erroneous or unsatisfactory, (v)  discontinuance 
of the services for reasons not beyond the Contractor's reasonable control, (vi)  failure to comply with a 
material term of this Contract, including, but not limited to, the provision of insurance and nondiscrimination, 
and (vii)  any other acts specifically and expressly stated in this Contract as constituting a basis for termination 
of this Contract. 
 
Except as otherwise provided in the Articles of Agreement, the City may terminate the contract upon seven 
days notice. 
 
Article VI .  Damages.  From any sums due to the Contractor for services, the City may keep for its own the 
whole or any part of the amount for expenses, losses and damages as directed by the  
Purchasing Agent, incurred by the City as a consequence of procuring services as a result of any failure, 
omission or mistake of the Contractor in providing services as provided in this Contract.   
 
Article VII.  Conflict.  In the event there is a conflict between these Articles and the bid documents, the bid 
documents shall supersede these articles. 
 

140



 

 

Article VIII.  Governing laws and ordinances.  This Contract is made subject to all the laws of the 
Commonwealth and the Ordinances of the City and if any such clause thereof does not conform to such laws 
or ordinances, such clause shall be void (the remainder of the Contract shall not be affected) and the laws or 
ordinances shall be operative in lieu thereof. 
 
Article IX.  Performance Security.  Upon execution of this Contract by the Contractor, the Contractor shall 
furnish to the City security for the faithful performance of this Contract in the amount of ___0%____ of the 
value of the bid in the form of a performance bond issued by a surety satisfactory to the city or in the form of 
a certified check. 
 
Article X.  Equal Opportunity.  the Contractor in the performance of all work under this contract will not 
discriminate on the grounds of race, color, sex, age, religious creed, disability, national origin or ancestry, 
sexual orientation, marital status, family status, military status, or source of income in the employment 
practices or in the selection or retention of subcontractors, and in the procurement of materials and rental of 
equipment.  The city may cancel, terminate or suspend the contract in whole or in part for any violation of this 
article. 
 
Article XI.  Assignability.  the Contractor shall not assign, sell, subcontract or transfer any interest in this 
contract without prior written consent of the city. 
 
Article XII.  Electronic Signatures.  This Contract and any amendments thereto may be executed in one 
or more counterparts, each of which shall be deemed to be an original and all of which, together, shall be 
deemed to be one and the same agreement or document. A signed copy of this Contract or any 
amendment thereto transmitted by facsimile, email or other means of electronic transmission, shall be 
deemed to have the same legal effect as delivery of an original executed copy of this Contract or Such 
amendment for all purposes 
 
 
In witness whereof, the parties have hereto and to three other identical instruments set their hands the 
day and year first above written. 
 
The City:     The Contractor:  
 
 
 
                                                              ____________________________  
City Manager Signature and Title 
 
 
 
_________________________________   
Purchasing Agent                  
                  

 
 

 
Approved as to Form: 
 
 
_________________________________ 
City Solicitor 
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