
Your Energy
Reduction Plan

The ‘Energy Reduction Plan’ template allows 
you to create your own blueprint for reducing 

energy use and saving money. 
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Your Energy Reduction Plan

How to use this template 
�Go through each step in this document, in order and fill in all the tables and checklists. This will show you which 
chapters of the Energy Cut book are relevant to your business and what steps will need to be taken to implement 
your plan.

Read the relevant chapters in the Energy Cut book. Please note: all pages referred to in this 
document are from the book.

Implement the items you wish to take action on.

This plan is divided into three sections

Section 1 Your present situation (Read Steps 1–3 in the Energy Cut book)
Your business’s present situation. This is where you’ll record your business’s current energy use and costs. This part of  
your plan will also show you where the energy is being used and by what equipment.

Baseline energy use. There are two ways to use baseline figures: 

•	Annual comparison: If you created your baseline energy figure in March 2015, you will compare your 
future energy use with that figure. For example, “Compared to our March 2015 baseline figure, we have 
now reduced our energy use by 12%.”

•	Seasonal comparisons: Comparing your winter bill with the previous winter bill will enable you to track 
the effectiveness of any insulation changes and will show you whether heating costs are coming down.  
Comparing your summer bills enables you to see if you’re reducing your air-conditioning cooling costs.
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Overall reduction goal. On page 10 of this plan, there is space to write down your energy reduction goal. This can be 
expressed as:

•	a dollar figure

•	a percentage of the baseline figure

•	a key performance indicator (KPI) that reflects what kind of business you’re in. For example, if you own a bakery, 
your energy reduction goal might be to reduce your energy use for each 1,000 loaves of bread you bake. 

Section 2 What changes can you make? (Steps 4–18)
Create an energy reduction culture in the workplace. Your plan needs to detail the ways in which you will get your staff 
and stakeholders on board.

Potential areas for energy savings. Your plan needs to identify the changes that you are going to make. This section shows 
you how to examine and reduce the energy used by your:

•	lighting

•	HVAC

•	IT 

•	equipment

•	transport

•	refrigeration

•	hot water
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It will also show you how to switch to a better energy deal and how to seek out a building lease that takes energy efficiency 
into account. Additionally, it will show you how insulation and draught proofing can reduce your heating and cooling costs.

This section is where you will record the areas where your business could make energy efficiency improvements through:

•	no cost behavioural changes in the workplace

•	low cost investments

•	more significant investments in energy efficiency upgrades

Short and long term implementation plans (including 'Priority saving initiatives'). In APPENDIX G of this document, 
you will record the order of the actions you want to take. This will become your 'to do' list. 

Section 3 Monitoring your progress and staying informed (Steps 3, 19 & 20)
Monitoring and revising your plans. This is where you can record your energy usage and energy costs after you have 
made changes. This way you can see how much you are saving and whether you are achieving your reduction goals.

Staying informed and seeking external advice and help. In APPENDIX H of this plan, you can record the organisations 
and tradespeople who may be able to give you help. 

Part of your planning should be to look out for 
innovative equipment that may have the ability 
to reduce your energy bills.



Let's get started!
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Section 1
Your present situation (Steps 1–3)

STEP 1: Add up your energy costs
1	 Collect all your energy bills from the last four quarters (see page 11) ....................................................................................................................................... 

2	 Assess how many kilometers have been driven in your work related vehicles over the previous 12 months  
(see page 11) ................................................................................................................................................................................................................................................................................................ 

3	 Input your energy bill and vehicle information into the Bills Calculator at EnergyCut.info/bills-calculator  
(see page 11) ................................................................................................................................................................................................................................................................................................  

4	 In the following pages, write down the amount of kWh of electricity, MJ of gas and kg of LPG that was used by  
your company; how much per unit you paid; and the total cost of your electricity, natural gas and LPG bills.  
Remember to save after you've put in your figures! ..............................................................................................................................................................................  

http://energycut.info/bills-calculator
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ELECTRICITY Cost per kWh Amount of KWh used Sub total Total Cost

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Total electricity use 
and cost per year KWh p/a: $ 

Establish your baseline energy use
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GAS Cost per MJ Amount of MJ used Total cost 

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Total gas use and cost per year MJ p/a: $ 
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LPG GAS CYLINDERS Size of cylinder Cost per cylinder Number of cylinders 
purchased

Cost per year

KG $

Total use and per cost year KG p/a: $ 
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Vehicles

If you have not kept fuel and travel logs, there is another way to work out the fuel costs of your vehicle(s).

The Bills Calculator at EnergyCut.com.au/bills-calculator enables you to enter the vehicle model and kms driven over the past 
12 months. The calculator knows the average price and efficiency of your vehicle, so it can tell you approximately how much 
you spent on fuel over the past year.

If your vehicle is not listed in the bills calculator, use the second option in 'vehicles' to estimate the annual fuel costs. You do this 
by entering your approximate weekly fuel spend for that vehicle.

Tip: if you have not kept odometer readings, go over your vehicle 
servicing records to see if you get an approximate odometer 
reading for the past year.

VEHICLE(S) Model and name Number of KMs driven Total fuel cost

KM

KM

KM

KM

KM

Total use and fuel 
cost per year KMs p/a:                            KM $ 

http://energycut.info/bills-calculator
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5	 Add up your electricity, gas and fuel bills over the last 4 quarters and write the total here (this is your baseline figure,  
from which you can measure your energy and financial savings): 

YOUR BASE LINE ENERGY FIGURES

TOTAL ENERGY COSTS $

TOTAL ELECTRICITY USE KWh

TOTAL NATURAL GAS USE MJ

TOTAL LPG USE KG

6	 Record the date of these baseline totals here:

DATE


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STEP 2: Measure your energy use
You have two choices – a DIY energy audit or a professional audit. For a DIY audit, start at question 1.  
For a professional audit, start at question 3. 

To decide which audit is more appropriate for your business, read 'Getting help with your plan'  
(see page 41 in the book).

1	 Choose your energy monitoring method/s:

a	 Choose an electricity monitoring device to hook up to your meter:

i	 electricity monitor with display unit (see page 17). ....................................................................................................................................................  

ii	 electricity monitor with smartphone/tablet/website display (see page 18). ....................................................................................  

b	 Plug-in appliance monitors (see page 20)...................................................................................................................................................................................................  

c	 Online monitoring via your energy company (See page 21). ................................................................................................................................................  

2	 Check with an EcoSmart electrician if the following would be appropriate for  
your business:

a	 A smart meter (See page 21). ..................................................................................................................................................................................................................................  

b	 A sub meter(s) (see page 23). ...................................................................................................................................................................................................................................  

3	 Book energy audit if appropriate (see pages 24-27 of the book). ........................................................................................................................................................   
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STEP 3: Write an energy reduction plan 
1	 Read Step 3:

a	 ‘What is the purpose of writing an energy reduction plan’ (see page 33) ..............................................................................................................  

b	 ‘Overview of the planning process’ (see page 34) ............................................................................................................................................................................  

c	 'How to write your own energy reduction plan' (see page 35) ............................................................................................................................................  

2	 Familiarise yourself with the 20 steps (see page 36-37) ..............................................................................................................................................................................  

3	 Read 'Getting help with your plan' (see page 41-44) ........................................................................................................................................................................................  

4	 Read ‘Show management commitment’ (see page 45).

a	 If you are the business owner, commit to reducing your energy consumption. (see page 45). .......................................................  

b	 If you are an employee, get confirmation that the business owner/ senior management agrees to allow you:

i	 to investigate your energy use ...........................................................................................................................................................................................................  

ii	 develop an energy reduction plan .................................................................................................................................................................................................  

5	 Communicate your commitment to reducing energy use in your business to staff  either verbally or in writing  
(see page 46). ...............................................................................................................................................................................................................................................................................................  

6	 Communicate your plan to stakeholders (eg customers, suppliers) (see page 46). .........................................................................................................  
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7	 Establish key performance indicators (KPIs) (see page 47). .....................................................................................................................................................................  

8	 Set realistic targets. Write down your energy reduction target as a percentage, dollar figure or KPI.  
Do this in APPENDIX A. ................................................................................................................................................................................................................................................................  

9	 Decide how you want to track your progress (see page 48): 

a	 by billing cycle .......................................................................................................................................................................................................................................................................  

b	 by season ......................................................................................................................................................................................................................................................................................  

c	 by remeasuring on a monthly, quarterly or annual basis .......................................................................................................................................................  

10	Track your appliance energy use (see APPENDIX B in this document). ...................................................................................................................................  

11	Track newly installed equipment (see APPENDIX C in this document). ..................................................................................................................................  

12	Track your overall progress by writing down totals for your next 8 bills (2 years) in the ‘Energy reduction  
progress table’ (see APPENDIX D). .....................................................................................................................................................................................................................................  

13	Read 'How to make sure your energy reduction plan succeeds' (see pages 49-52). ........................................................................................................  
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Section 2  
What changes can you make? (Steps 4–18)

STEP 4: Get your staff on board 
1	 Create an energy saving culture in your team – have a staff meeting to brainstorm energy reduction ideas.  

(See page 59) ................................................................................................................................................................................................................................................................................................  

2	 Reward and recognise your staff when they adhere to energy reduction behaviours. (See page 59) ........................................................  

3	 Roll out your energy saving communication plan to staff. (See pages 60-61) 

a	 Set a target ..................................................................................................................................................................................................................................................................................  

b	 Put a deadline on your target ................................................................................................................................................................................................................................  

c	 Use plain English .................................................................................................................................................................................................................................................................  

d	 Use effective communication .................................................................................................................................................................................................................................  

e	 Put someone in charge ..................................................................................................................................................................................................................................................  

f	 Give staff a feedback mechanism (eg someone they can report a leaking tap to) ........................................................................................  

g	 Communicate and report your results .........................................................................................................................................................................................................  

h	 Report your results to stakeholders and/or customers .............................................................................................................................................................  

i	 Publicise your results .....................................................................................................................................................................................................................................................  
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4	 Distribute energy saving information to your staff (See page 62). ....................................................................................................................................................  

5	 Place signage in areas where energy can be saved (See page 63). ....................................................................................................................................................  

6	 Be patient and encouraging with your staff (See page 65). .......................................................................................................................................................................  
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STEP 5: Negotiate a better energy deal 
1	 Check if you are in an existing contract to see if it’s possible for you to switch energy providers (See page 71). .......................  

2	 Collect your bills from the last 12 months (See page 71). ..........................................................................................................................................................................  

3	 Check what type of meter you have (see page 78 for information and images of meter types).

a	 Dial-display meter ...............................................................................................................................................................................................................................................................  

b	 odometer-display meter ................................................................................................................................................................................................................................................  

c	 smart meter ...............................................................................................................................................................................................................................................................................  

d	 interval meter .........................................................................................................................................................................................................................................................................  

4	 Review the questions to ask an energy provider (see page 72). 

a	 Energy efficiency questions .....................................................................................................................................................................................................................................  

b	 Contract and tariff questions ..................................................................................................................................................................................................................................  

5	 Read ‘Understanding your electricity and gas bills’ so you understand the meaning of the following terms: 
‘tariff’, ‘fixed charge’ and ‘variable charge’ (see page 75). ..........................................................................................................................................................................  

6	 Read ‘Understanding your energy contract’ (see page 76). .......................................................................................................................................................................  

7	 Check that you are on the correct rates and tariffs (see page 77). ...................................................................................................................................................  

8	 See if you can take advantage of ‘time-of-use’ pricing (see page 80). .............................................................................................................................................  

9	 If your business is a large power consumer, check if power factor control can reduce your bills (see page 82). .........................  

10	Get quotes from at least three energy providers and compare for the best deal. ............................................................................................................  
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STEP 6: Switch off and save
1	 Create a simple switch-off list for appliances and equipment ...............................................................................................................................................................  

a	 Create the switch-off/switch-on list (see page 94) ............................................................................................................................................................................  

b	 Develop a switch-off protocol (see page 94) ............................................................................................................................................................................................  

c	 Develop a switch-on protocol (see page 95) ............................................................................................................................................................................................  

2	 Install plug-timers in your business (see page 93) .............................................................................................................................................................................................  

3	 Identify the after-hours energy use of your business (see page 96). ..............................................................................................................................................  

4	 Investigate the following products to see if they would be suitable for your premises:

a	 remote control plugs (see page 96) ...................................................................................................................................................................................................................  

b	 long-lead plugs (eg the EcoSwitch plug) (see page 96) .................................................................................................................................................................  

c	 ’smart’ power boards (see page 97) ..................................................................................................................................................................................................................  

d	 WiFi enabled plugs and smartphone apps (see page 98) ..........................................................................................................................................................  

5	 Automate the switch-off process (see page 99). .....................................................................................................................................................................................................  

6	 Do regular spot checks that equipment has not been left on (see page 99). ..........................................................................................................................  

7	 Place ‘switch-off’ posters and stickers around your workplace (see page 100). ..................................................................................................................  

8	 Keep a list of things that need to be left on and email it to your staff (see page 100). ...............................................................................................  
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STEP 7: Watch your thermostat
1	 Set your thermostat to the correct settings: 

a	 Summer: 24–27°C  (see page 107) .....................................................................................................................................................................................................................  

b	 Winter: 18–20°C (see page 107) ..........................................................................................................................................................................................................................   

2	 Make sure your thermostat is in the right place (see page 110). .......................................................................................................................................................  

3	 Investigate the following products to see if they would be suitable for your premises:

a	 programmable thermostat (see page 108). ...............................................................................................................................................................................................  

b	 thermostat lock cover (see page 109). ...........................................................................................................................................................................................................  

c	 dummy thermostat (page 109). .............................................................................................................................................................................................................................  

d	 plug-in thermostat (see page 111). ....................................................................................................................................................................................................................  

4	 Communicate with staff about your expectations regarding: (see page 109)

a	 changing the thermostat .............................................................................................................................................................................................................................................  

b	 dressing appropriate to the season ..................................................................................................................................................................................................................  



20
Section 2: What changes can you make?

STEP 8: Cut your lighting bills
1	 Develop a company culture of switching off lights and displays when they're not needed (see page 122). .......................................  

2	 Clean your lighting (see page 123.) .....................................................................................................................................................................................................................................  

3	 Investigate delamping opportunities (see page 124). ......................................................................................................................................................................................  

4	 Maximise the use of daylight:

a	 Understand the low-cost actions you can take to maximise daylight levels (see page 125). .............................................................  

b	 Investigate the use of photo sensors and dimmers to adjust lighting levels (see page 126). .............................................................  

c	 Investigate the use of skylights, transparent roof panels and light tubes (see page 127). ...................................................................  

5	 Investigate whether your workplace can take advantage of:

a	 lighting zones (see page 130). .................................................................................................................................................................................................................................  

b	 motion detectors and timers (see page 131). ..........................................................................................................................................................................................  

c	 lighting reflectors (see page 132). ......................................................................................................................................................................................................................  

d	 task lighting (see page 133). ....................................................................................................................................................................................................................................  

e	 more energy efficient signage (see page 134). ......................................................................................................................................................................................  
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6	 Investigate whether your workplace can replace the following with energy efficient alternatives:

a	 incandescent globes (see page 135). ................................................................................................................................................................................................................  

b	 T8 twin fluorescent tube lighting (see page 137). .............................................................................................................................................................................  

c	 halogen downlights (see page 140). .................................................................................................................................................................................................................  

d	 high-bay and low-bay lighting (see page 143). ......................................................................................................................................................................................  

e	 outside lighting (see page 148). ............................................................................................................................................................................................................................  

f	 exit and emergency lighting (see page 150). ..........................................................................................................................................................................................  

7	 Check out the ‘SSL Quality Scheme Label’ for LED lighting at EnergyCut.info/ssl-quality-scheme (see page 151). .....................   

8	 Check the questions you should you ask a lighting expert (see page 153). ...........................................................................................................................  

9	 Conduct a room by room audit of your current lighting set-up: (see page 154 -158.) ...................................................................................................  

a	 take note of the existing lighting using APPENDIX E at the back of this document.

b	 write down the energy efficient alternative – this column becomes your shopping list.

http://energycut.info/ssl-quality-scheme
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STEP 9: Lower your heating, ventilation and air-conditioning 
costs (HVAC)
1	 Read ‘The six HVAC rules that will save you money’ (see page 166). ...........................................................................................................................................  

2	 Investigate whether you can use:

a	 natural sources of heating, cooling and ventilation (see page 167). .............................................................................................................................  

b	 on/off timers on HVAC units (see page 169). .........................................................................................................................................................................................  

3	 Implement a maintenance program for your HVAC equipment (see page 170):

a	 Create a maintenance schedule for your HVAC equipment. ................................................................................................................................................  

b	 Ensure that your HVAC technician is licensed by the Australian Refrigeration Council and has  
the ARC tick: LookForTheTick.com.au/refrigerant-handling-licence-check .........................................................................................................  

c	 Check the AIRAH Industry Directory for qualified tradespeople and equipment at  
airahindustrydirectory.com.au (see page 171). ...................................................................................................................................................................................  

d	 Check that your HVAC technician is qualified (see page 171). ..........................................................................................................................................  

4	 Position your air conditioners for maximum efficiency (see page 172). .....................................................................................................................................  

5	 Start your air conditioner as late as possible and if possible turn it off before close of business (see page 173). ............................  

6	 Avoid heating or cooling areas that don’t need it (see page 174). ......................................................................................................................................................  

7	 Consider the time of day you’re using HVAC and use an automatic timer to avoid peak periods where  
possible (see page 175). ...................................................................................................................................................................................................................................................................  

http://lookforthetick.com.au/refrigerant-handling-licence-check
http://airahindustrydirectory.com.au
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8	 Use fans in summer and winter to cut your cooling and heating bills (see page 176). ...............................................................................................  

9	 Keep your windows, vents and doors shut when using air-conditioning (see page 178). ........................................................................................  

10	Restrict the use of non-thermostat radiant heaters (see page 179 ). ...............................................................................................................................................  

11	Use a plug-in thermostat if your heater or air conditioner doesn’t have one built in (see page 181). ........................................................  

12	Decide if you need to upgrade your heating or cooling system - read ‘When should you retire an  
air-conditioning system?’ (see page 183). .....................................................................................................................................................................................................................  

13	If you want to upgrade your cooling system, do the following:

a	 Check the AIRAH Industry Directory for qualified tradespeople and equipment at  
airahindustrydirectory.com.au (see page 182). ...................................................................................................................................................................................  

b	 Review the questions to ask before purchasing cooling equipment (see page 184). .................................................................................  

c	 On air-conditioners, look for the label with energy-rating stars (see page 186). ............................................................................................  

d	 Investigate the following air conditioning options to see if they would suit your premises (see page 187-191):

i	 natural refrigerant models .....................................................................................................................................................................................................................  

ii	 economisers ...........................................................................................................................................................................................................................................................  

iii	 sensors .........................................................................................................................................................................................................................................................................  

iv	 PeakSmart payment eligibility ..........................................................................................................................................................................................................  

v	 evaporative air cooler systems  ........................................................................................................................................................................................................  

vi	 energy management systems ..............................................................................................................................................................................................................  

http://airahindustrydirectory.com.au


24
Section 2: What changes can you make?

14	Assess the runnings costs before buying a new cooling system (see page 192). ...............................................................................................................  

15	When buying air-conditioning units, look for models that have an inverter or a variable speed drive  
(see page 193). ...........................................................................................................................................................................................................................................................................................  

16	If you want to upgrade your heating system, do the following:

a	 Look for the money-saving stars on gas heating systems (see page 195). ..............................................................................................................  

b	 Investigate different products to cost-effectively heat a person or small room (see page 196). .....................................................  

c	 Investigate how to heat a large room or open-plan area (see page 196). .................................................................................................................  

d	 Investigate the options for heating the whole premises (see page 197). .................................................................................................................  

e	 Investigate whether your business could use a heat recovery system. (see page 198). .........................................................................  

17	Investigate whether you can save money by zoning your ducted HVAC. (see page 200). .......................................................................................  

18	Read over ‘Further information on the energy efficient operation of HVAC systems' before making  
your decisions on what to buy (see page 201). .......................................................................................................................................................................................................  
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STEP 10: Get comfortable with insulation
1	 Read over ‘Insulation – the basics’ (see page 208-212). 

a	 How much money can you save with insulation? ............................................................................................................................................................................  

b	 What types of insulation are there? ................................................................................................................................................................................................................  

c	 What’s the difference between ‘R-values’ and ‘U-values’? .......................................................................................................................................................  

d	 Insulation and safety .......................................................................................................................................................................................................................................................  

2	 See if the following can save money for your business (see page 213-219).

a	 draught-proofing ..................................................................................................................................................................................................................................................................  

b	 exhaust fans and vents .................................................................................................................................................................................................................................................  

c	 shading ...........................................................................................................................................................................................................................................................................................  

d	 a chimney balloon ..............................................................................................................................................................................................................................................................  

3	 If you want to invest in insulation, read the following:

a	 What should you ask an insulation installer? (see page 220). ............................................................................................................................................  

b	 Use the right insulation levels for your area (see page 222). ...............................................................................................................................................  

c	 Keeping your roof spaces cooler (see page 224). ...............................................................................................................................................................................  

d	 The benefits of a cool roof (see page 226). ................................................................................................................................................................................................  

e	 Insulating signs and underneath flooring (see page 231). .......................................................................................................................................................  

f	 Garage door insulation (see page 232). ........................................................................................................................................................................................................  

g	 Air curtains, revolving doors and automated doors (see page 232). ............................................................................................................................  



26
Section 2: What changes can you make?

4	 If you are replacing window glass or constructing a new building, read about the insulating properties  
of windows:

a	 ‘Windows Energy Rating Scheme’ (WERS) (see page 234). ......................................................................................................................................................  

b	 What should you look for when buying windows for commercial premises? (see page 235). .........................................................  

5	 If you are in an existing building investigate if the following would be appropriate for your business:

a	 retrofit glazing (see page 240). ...............................................................................................................................................................................................................................  

b	 window film (see page 241). .....................................................................................................................................................................................................................................  

6	 If your workplace has halogen downlights, read the following:

a	 Ceiling insulation and halogen downlights (see page 244). ...................................................................................................................................................  
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STEP 11: Cut your IT energy costs
1	 Read over the following IT energy management advice to see what can apply to your business (see page 251-255):

a	 Switch it off! ..............................................................................................................................................................................................................................................................................  

b	 Busting the ‘leave-it-on’ myth .................................................................................................................................................................................................................................  

c	 Manage your monitors ..................................................................................................................................................................................................................................................  

d	 Put computers to sleep during the workday ..........................................................................................................................................................................................  

e	 Keep your equipment cool ........................................................................................................................................................................................................................................  

2	 Review the following printer usage advice to see what you can apply to your business (see page 255-258):

a	 Consolidate your printers ..........................................................................................................................................................................................................................................  

b	 Reduce postage costs and boost administration efficiencies ................................................................................................................................................  

c	 Manage printer behaviour to save energy ...............................................................................................................................................................................................  

d	 Utilise energy-saving settings ................................................................................................................................................................................................................................  

e	 Use energy efficient printer cartridges ........................................................................................................................................................................................................  

3	 Investigate whether energy saving software downloads would be suitable for your business (see page 259). ..............................  

4	 If you are in the market for new IT equipment consider the following (see page 262-265):

a	 Think before you buy .....................................................................................................................................................................................................................................................  

b	 Buy laptops and save money on energy use ..........................................................................................................................................................................................  

c	 Buy energy efficient monitors ...............................................................................................................................................................................................................................  

d	 Investigate the computer server option ......................................................................................................................................................................................................  
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STEP 12: Reduce equipment energy costs
1	 Do an equipment energy audit using APPENDIX F (see page 272) .................................................................................................................................................  

2	 Work out a maintenance schedule for your equipment (see page 274) ......................................................................................................................................  

3	 Read the following tips and apply to your workplace equipment (see page 274-277):

a	 Switch off and save ...........................................................................................................................................................................................................................................................  

b	 Reorganise the placement of your equipment ....................................................................................................................................................................................  

c	 Use your equipment more efficiently ............................................................................................................................................................................................................  

d	 Hand dryers or paper towels? ...............................................................................................................................................................................................................................  

4	 Read the following tips and apply to your workplace equipment batteries (see page 278-279):

a	 Save power with your smartphone ..................................................................................................................................................................................................................  

b	 Be efficient with battery-charged equipment .......................................................................................................................................................................................  

5	 If you feel you need new equipment for your workplace read the following:

a	 Do you really need new equipment? (see page 280). ....................................................................................................................................................................  

b	 How to work out the running costs of equipment you buy (see page 281)............................................................................................................  

c	 How the ‘Energy Rating’ label can save you money (see page 282). ............................................................................................................................  

d	 Look for the ENERGY STAR® label (see page 292). ........................................................................................................................................................................  
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6	 If your business has a small or commercial kitchen read this tip ‘Save money in the workplace kitchen'  
(see page 295)..............................................................................................................................................................................................................................................................................................  

7	 If your business uses pumps, motors or compressed air equipment, read the following energy saving advice:

a	 Be efficient with motors (see page 297). ....................................................................................................................................................................................................  

b	 Save money with pump systems (see page 302). ...............................................................................................................................................................................   

c	 Cut the cost of compressed air equipment (see page 305). ....................................................................................................................................................   

8	 If your business uses more than $35,000 worth of electricity a year, read ‘Do you need power factor  
correction?’ (see page 311). ..........................................................................................................................................................................................................................................................   
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STEP 13: Save money on transport
1	 Read through the following tips to see if any are applicable to your business (see page 317-3):

a	 How fuel-efficient driving can save money .............................................................................................................................................................................................  

b	 Maintain your vehicles to maximise fuel savings ...........................................................................................................................................................................  

c	 How tyres can save on fuel costs .......................................................................................................................................................................................................................  

d	 Minimise loads and reduce wind resistance .........................................................................................................................................................................................  

e	 Organise trips to minimise fuel use ................................................................................................................................................................................................................  

f	 How car sharing can save money ......................................................................................................................................................................................................................  

g	 How telecommuting saves on office costs .................................................................................................................................................................................................  

h	 Can you get on your bike? .........................................................................................................................................................................................................................................  

2	 If you want to invest in new vehicles for your business, read through the following tips (see page 330-338)

a	 Save money by buying or leasing a fuel-efficient vehicle ........................................................................................................................................................  

b	 Buying a fuel-efficient truck ....................................................................................................................................................................................................................................  

c	 Save money on running costs with a fuel-efficient vehicle ....................................................................................................................................................  

d	 Save money on hire cars when travelling for work .......................................................................................................................................................................  
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STEP 14: Cut your refrigeration costs
1	 Ensure your refrigeration is not too cold (see page 344). ............................................................................................................................................................................  

2	 Do you have a fridge you can turn off? (see page 346). .................................................................................................................................................................................  

3	 Maintain your fridge and save (see page 348). .......................................................................................................................................................................................................  

4	 Place fridges away from heat (see page 350). ..........................................................................................................................................................................................................  

5	 Give it some space!  (see page 350). ...................................................................................................................................................................................................................................  

6	 Don’t overfill or underfill  (see page 351). ....................................................................................................................................................................................................................  

7	 Changing the lighting in commercial fridges (see page 352). .................................................................................................................................................................  

8	 Insulate your refrigeration equipment  (see page 353). ...............................................................................................................................................................................  

9	 If you are in the market for new refrigeration equipment, read the following tips and see what may be  
suitable for your workplace (see page 354-369)

a	 What are natural refrigerants? .............................................................................................................................................................................................................................  

b	 Buying domestic refrigeration equipment for your workplace ........................................................................................................................................  

c	 Buying commercial refrigeration equipment .......................................................................................................................................................................................  

d	 Retrofitting commercial refrigeration equipment ...........................................................................................................................................................................  

e	 What to do if the unit you’re buying is not on the energy rating website .............................................................................................................  

f	 What to do if your supplier doesn’t know how many watts the machine uses ................................................................................................  

10	Read ‘Save money with coolrooms and cold storage’ if your workplace uses this type of refrigeration (see page 361).
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STEP 15: Reduce hot water costs
1	 Read through the following tips to see if any are applicable to your business (see page 371-388):

a	 Get an expert to help you reduce your hot water costs ............................................................................................................................................................  

b	 Where can you cut down on using hot water? ....................................................................................................................................................................................  

c	 Set the water temperature correctly ..............................................................................................................................................................................................................  

d	 Heat your water in off-peak periods ...............................................................................................................................................................................................................  

e	 Install flow regulators and sensors on your taps ..............................................................................................................................................................................  

f	 Install a plug timer on hot water dispensing units .........................................................................................................................................................................  

g	 Service and maintain hot water systems ..................................................................................................................................................................................................  

h	 Shower facilities in your business ....................................................................................................................................................................................................................  

i	 Look out for leaks ...............................................................................................................................................................................................................................................................  

j	 Use insulation to keep hot water hot .............................................................................................................................................................................................................  

k	 Locating your hot water system in the right place .........................................................................................................................................................................  
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2	 If you feel you may want to invest in new water heating equipment, read the following tips to see what  
may be suitable for your business (see page 388-399).

a	 What to do when a hot water system breaks down .......................................................................................................................................................................  

b	 Install a solar hot water system ..........................................................................................................................................................................................................................  

c	 Install a heat pump hot water system ..........................................................................................................................................................................................................  

d	 Install a gas hot water system ...............................................................................................................................................................................................................................  

e	 Look for the money-saving stars on gas hot water systems ..................................................................................................................................................  

f	 Utilising instant hot water systems .................................................................................................................................................................................................................  

g	 Websites that help you buy energy efficient hot water equipment ..............................................................................................................................  
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STEP 16: Save money with solar
1	 If you feel you may want to invest in solar, read the following tips to see what would be appropriate for your  

business (see page 401-417)

a	 What is the difference between solar PV and solar thermal? .............................................................................................................................................  

b	 What financial assistance is available? .......................................................................................................................................................................................................   

c	 What tax breaks are available for solar? ...................................................................................................................................................................................................  

d	 Advice for purchasing and installing solar PV systems ............................................................................................................................................................  

e	 Questions to ask a solar installer .......................................................................................................................................................................................................................  

f	 Make sure your solar equipment meets Australian standards .........................................................................................................................................  

g	 Your solar PV post-installation checklist ...................................................................................................................................................................................................  

h	 Want more information? ..............................................................................................................................................................................................................................................  

STEP 17: Energy efficiency and your building lease
1	 If your business uses rented premises, read the following tips to see if they are appropriate for your  

workplace (see page 419-427):

a	 Where can you get more information about ‘green leases’? .................................................................................................................................................  

b	 Why not move into a NABERS-rated building? ....................................................................................................................................................................................  

c	 Is your local council linked to the ‘CitySwitch’ program? .......................................................................................................................................................  
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STEP 18: Financing your upgrades
1	 If you want to invest in energy efficient equipment, but can’t afford the upfront capital costs, read the  

following tips to see if they are appropriate for your business: 

a	 Specialist providers of energy efficiency finance for small business (see page 431). ................................................................................  

b	 What payback should you look for? (see page 431). ......................................................................................................................................................................  

c	 Evaluating the financial case to upgrade (see page 432). .........................................................................................................................................................  

d	 Advantages and disadvantages of different finance options (see page 435). ......................................................................................................  

e	 Loans and leases (see page 436). .........................................................................................................................................................................................................................  

f	 On-bill financing (see page 440). ..........................................................................................................................................................................................................................  

g	 Energy efficiency certificate schemes (see page 441). .................................................................................................................................................................  

h	 Government grants (see page 443). ..................................................................................................................................................................................................................  

i	 Environmental Upgrade Agreements (see page 444). ..................................................................................................................................................................  
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Section 3   
Monitoring your progress and staying informed

STEP 19: Look out for innovation
1	 To find out how to keep up with innovations in energy efficiency, read the following tips (see page 449-454):

a	 Innovation with lighting ..............................................................................................................................................................................................................................................  

b	 Innovation in equipment ............................................................................................................................................................................................................................................  

c	 Innovation in energy control ..................................................................................................................................................................................................................................  

d	 How to keep up with innovation in your field ....................................................................................................................................................................................  

STEP 20: Further information
Go to EnergyCut.info/step-20 for a list of organisations, government bodies and experts that can provide  
information to help your business reduce its energy use. .....................................................................................................................................................................................  

http://energycut.info/step-20
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APPENDIX A 

Energy type % Reduction Target $ Reduction Target KPI Reduction Target  
(eg 'energy use per 1,000 loaves')

Electricity

Gas

LPG cylinders

Vehicle/s fuel
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APPENDIX B 
Track your appliance energy use

Appliance name Energy usage Average cost  
per work day

Cost per quarter Cost per year
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APPENDIX C
Track newly installed equipment

Equipment name Energy usage Average cost  
per work day

Cost per quarter Cost per year
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APPENDIX D
YEAR 2

ELECTRICITY Cost per kWh Amount of KWh used Sub total Total Cost

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Total electricity use 
and cost per year KWh p/a: $

START DATE

  (Year 2 starts one calendar year from your baseline date)



41
APPENDIX D

GAS Cost per MJ Amount of MJ used Total cost 

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Total gas use and cost per year MJ p/a: $
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LPG GAS CYLINDERS Size of cylinder Cost per cylinder Number of cylinders 
purchased

Cost per year

KG $

Total use and per cost year KG p/a: $
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VEHICLE(S) Model and name Number of KMs driven Total fuel cost

KM

KM

KM

KM

KM

Total use and fuel 
cost per year KMs p/a:                            KM $
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YEAR 3

ELECTRICITY Cost per kWh Amount of KWh used Sub total Total Cost

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Date of quarterly bill: Peak: $ Peak: Peak: $

Shoulder: $ Shoulder: Shoulder: $

Off-peak: $ Off-peak: Off-peak: $ $

Total electricity use 
and cost per year KWh p/a: $

START DATE

  (Year 3 starts two calendar years from your baseline date)
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GAS Cost per MJ Amount of MJ used Total cost 

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Date of quarterly bill: $ $

Total gas use and cost per year MJ p/a: $
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LPG GAS CYLINDERS Size of cylinder Cost per cylinder Number of cylinders 
purchased

Cost per year

KG $

Total use and per cost year KG p/a: $
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VEHICLE(S) Model and name Number of KMs driven Total fuel cost

KM

KM

KM

KM

KM

Total use and fuel 
cost per year KMs p/a:                            KM $

APPENDIX D – Summary of totals

YEAR 3YEAR 2BASELINE YEAR

START DATE 

TOTAL ENERGY COSTS
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APPENDIX E
Room by room lighting audit

SUBTOTALCost per 
unit

Number of 
replacements

Energy Efficient 
Alternative  
(to purchase) 

Number 
of existing 
lights

Existing  
lighting type

Room name

x 6eg LED downlights (7Watt)x 10eg halogen downlights (50W)eg meeting room

x 4eg LED tubes (20W)x 8eg T8 fluorescent tubes (36W)

TOTAL

Your  
Shopping  

List

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APPENDIX F
Existing equipment audit

Cost per yearCost per quarterAverage cost per 
work day

Energy usageEquipment name

TOTAL
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APPENDIX G
Short and long term implementation plans

ACTION DUE DATE

Priority savings initiative
eg lighting

Short term
eg �- staff education 

- switch off plan 
- thermostat settings

Long term 
eg �- solar 

- new air conditioning 
- new hot water system



51
APPENDIX H

APPENDIX H
Organisations and individuals who can help you

Organisation/Person Area Contact details

EcoSmart electrician Lighting 1300 300 031

AIRAH directory HVAC www.airahindustrydirectory.com.au

http://airahindustrydirectory.com.au
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