
Step 2
Contact utility 

providers

Request rate structure 
documentation and 
one year of previous 

utility bills.

Step 3

Connect utility 
bills to facilities

Compare information 
from your utility 

tracking spreadsheet 
with utility data.

Visit sites
Look at the meter and 

the buildings it 
services.

Step 1

Work with your 
Budget Officer

Ask for the NFC Utilities 
semi annual status 

report.

Work with your 
Facilities 
Engineer

Get a current 
facilities report in MS 

Excel format.

Compile a list of utility 
providers using the NFC 

status report. Get points of 
contact (POCs) for each 

provider.

How to Monitor Utility Costs and Consumption  

 

 

Getting Started  

Determine points of contact (POCs) on the 
local unit; usually a Budget Officer for 
account information and a Facilities 
Engineer for site-specific information.  

Get a copy of the “NFC Utilities – 
Semiannual Status Report” (UTVN06 
Report) from the unit Budget Officer. This 
report contains account numbers, service 
locations, and vendor information; transfer 
this information to your utility tracking 
spreadsheet.  

Get a current facilities report (from I-Web) 
from your Facilities Engineer. Transfer the 
appropriate information to your utility 
tracking spreadsheet. 

Make a list of utility providers and get 
POCs, phone/FAX/cell numbers, account 
numbers, and email addresses for each. 

Contact the utility providers for costs, 
consumption, meter numbers, rate 
schedules, possible rebates, billing 
statements, and POCs. Note: one meter may 
serve multiple buildings (talk to your 
Facilities Engineer).  Don’t include 
buildings without utility service. 

Ask your utility providers if they offer 
online access to account information (you 
may need to be an authorized POC to access 
the information).  

Transfer all appropriate information from 
utility providers and Facilities Engineer to 
your utility tracking spreadsheet.  

Compare the information from your unit 
with the information from the utility 
providers. Usually the information matches, 
but Step 4 outlines possible errors to look 
for. 



What to Look For in Utility Bills 

 

 
 

 

 
For more information about cleaning up the utility bills for your unit, see the Monitoring 
Utility Costs and Consumption document on the Sustainable Operations website at: 

http://www.fs.fed.us/sustainableoperations/ 

 

Step 4
Review utility 
bills for errors

Does the FS own the property?

Are electricity, gas, and water 
still needed at each site?

Is the FS responsible for the 
utilities?

Are rates appropriate for total 
and peak energy use?

Is the utility bill invoice 
accurate?

Does the bill show tax exempt 
status?

Are buildings not in use closed down 
properly and winterized?

Are there spikes or anomalies 
in use?

Are there inconsistencies in  rates or 
monthly charges?

http://www.fs.fed.us/sustainableoperations/�

