RETROFIT DESIGN PROCESS – Checklist of Documents, Templates, Spreadsheets, Charts, Maps, Matrices, Etc… 

       NEIGHBOURHOOD HOUSE NAME: ______________________________________
	Stage of Process
	Actions to Take in the Retrofit Planning Process  
	Absolute

Deadline
	Actions Taken
	Actions Needed

	
	Collect the following Documents & Bills  


	
	
	

	Discovering
	Building Plan/Layout – Shows building envelope, room locations, doors, windows, room sizes, location of metres in as much detail as is available
	
	
	

	Discovering
	Site Plan – Shows surrounding landscape: trees, walkways, garden(s), play area, property line, infrastructure, neighbouring structures
	
	
	

	Discovering
	House Schedule of Activities 


	
	
	

	Discovering
	House Room Usage Schedule


	
	
	

	Discovering
	Bills - Electric/Gas/Propane 

Most recent year +
	
	
	

	Discovering
	Bills – Water

Most recent year +
	
	
	

	Discovering
	Bills – Other utilities/costs??


	
	
	

	
	
	
	
	

	
	Complete the following Templates & Spreadsheets
	
	
	

	Discovering
	About the Neighbourhood House Template with key info – Who/What/When/How of the NH
	
	
	

	Discovering
	Environmental Audit Spreadsheet


	
	
	

	Discovering
	Carbon Footprint Template


	
	
	

	Discovering
	Practical Retrofit Work Plan Template


	
	
	

	Discovering 

	Building Envelope/Design (ESD) Template  
	
	
	

	
	Create the following Charts, Graphs & Maps
	
	
	

	Defining
	Pie Chart of House Energy Usage


	
	
	

	Defining
	Pie Chart of House Water Usage


	
	
	

	Defining
	Building & Site Strengths, Weaknesses and Issues on Scale Map(S) – Current Situation
	
	
	

	
	
	
	
	

	
	Fill out and Generate the following Template, Matrix & Lists 
	
	
	

	Addressing 
	Decision Criteria Matrix 


	
	
	

	Addressing

	Room/Space Function Template
	
	
	

	Addressing
	Solution Option List

 
	
	
	

	Addressing 
	Retrofit Option Research Option Template


	
	
	

	
	
	
	
	

	
	Design & Generate the following Maps, Lists & ?????
	
	
	

	Deciding
	Scale Map(s) of Retrofit Design Plan including site, building, ESD, fittings, flows, measurements, etc… 
	
	
	

	Deciding 
	Action Plan with priorities

	
	
	

	
	
	
	
	

	
	Organize the following Presentation Materials for Council
	
	
	

	Presenting
	Photos of project/volunteers

	
	
	

	Presenting
	Powerpoint Presentation 

	
	
	

	Presenting
	Architectural size Scale Map of Final Plan

	
	
	


