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The Annual Performance Report has three main purposes:


It allows you to demonstrate your facility’s progress toward its National Environmental Performance Track (Performance Track) performance commitments,

· It allows EPA to confirm that your facility is maintaining its qualifications under the program, and 

· It informs EPA and the public on the effectiveness of the Performance Track program.

What categories of  information are requested in the Annual Performance Report?

The Annual Performance Report is divided into five sections:  

Section A – General Facility Information

This section asks for background information on your facility. 

Section B – Environmental Management System

This section asks for information regarding the performance and assessment activities of your Environmental Management System (EMS).
Section C – Environmental Performance Commitments 

This section requests information on your progress towards your Performance Track performance commitments.

Section D – Public Outreach and Performance Reporting 

This section asks for information on your public outreach and reporting activities.

Section E – Self-Certification of Continued Program Participation
This section asks you to read and sign the Self-Certification of Continued Program Participation statement, thus certifying that you continue to meet Performance Track participation criteria and that the information contained in the Annual Performance Report is accurate.

These instructions, which follow the same order as the report form, are designed to help you complete the Annual Performance Report and answer any questions that you may have.
Will I need to provide any confidential business information in the form? 
No, please do not include any confidential business information (CBI) on your Annual Performance Report.  Please keep in mind that EPA intends to make the report publicly available, which may include posting all portions of your report on the EPA Performance Track website.




 


.




What  if I have questions about the Annual Performance Report?  
If you have any questions, call the Performance Track 
Information Center toll-free at 1-888-339-PTRK (7875) or 
e-mail ptrack@indecon.com.   

How do I submit my Annual Performance Report?
To create, submit, or revise your report, please use the PTrack Online reporting system at www.epa.gov/performancetrack/report.htm

and 
2)
Fax the completed and signed Section E (not the entire 

report) to (617) 354-0463.

How do I revise an Annual Performance Report that I have already submitted?
(The answer to this question is now under revision.)

What process do multiple-facility organizations use to complete and submit the Annual Performance Report?

Consistent with the facility-based orientation of Performance Track, the questions in the Annual Performance Report are focused on the activities and environmental performance at individual facilities.  Thus, a complete, separate Annual Performance Report is requested from each member facility.  
What happens after I submit my Annual Performance Report?

Staff in EPA headquarters and regional offices will review your report.  You may be contacted if EPA identifies any significant













problems with the report.  Otherwise, you can expect that your information will be made publicly available, entered into EPA databases, and/or used for EPA program evaluation and outreach purposes.

How long will it take for EPA to review my Annual 
Performance Report?

It will take EPA approximately 30-60 days to review your 
Annual Performance Report. 







The Reporting Year is the calendar year for which a Performance Track participant measures and reports data on progress towards its performance commitments.
To the extent possible, EPA will pre-complete the Cover Page items for you.  If these items have been pre-completed, please review the supplied information to ensure that it is accurate, complete, and 
up to date.  Please supply or revise any information as necessary.

If the responses have not been pre-completed, please complete each of the items in the section. 

Facility name 

Verify or provide your facility’s name.

Performance Track ID #

Verify or provide your facility’s Performance Track Identification Number.  This number was given to you when you were accepted into the program. 

Annual Performance Report #

Verify or provide a number indicating where this report falls in your sequence of Annual Performance Reports (e.g. , “1” if this is your first report, “2” if this is your second report, and so on).
Reporting Year

Verify or provide the calendar year for which you are submitting this Annual Performance Report.  

The Reporting Year is the calendar year for which a 
Performance Track participant measures and reports data on progress toward its performance commitments.  Each member facility will submit three reports corresponding with the three years of its participation.  For example, if a facility applies to Performance Track in the autumn of 2002, and is accepted in January 2003, its reporting years will be 2003, 2004, and 2005. 

Due Date

If this line has not been completed for you, you may leave it blank.  Please note, however, that Annual Performance Reports are due on April 1 following the end of the reporting year.  For example, if a facility’s reporting year for the current Annual Performance Report is the calendar year 2003, then the Annual Performance Report due date is April 1, 2004.





The purpose of this section is to ensure that the profile of your facility is accurate, complete, and up to date.  There are a number of situations that can lead to inaccuracies and/or gaps in facilities’ 
background data:  the growth or closure of facilities or companies, changes in standard classification systems (e.g., SIC to NAICS), missing data in original applications, changes in facilities’ production lines or management, keystroke errors, and so on.

To the extent possible, EPA will pre-complete items A.1–A.8 for you. If these items have been pre-completed, please review the information to ensure that it is accurate, complete, and up-to-date. Please supply or revise any information as necessary and then check the box to the left of the items to indicate where changes have been made.

If the responses have not been pre-completed, please complete each of the items in the section. 

Items A.9 and A.10 cannot be pre-completed.  Please follow the specific instructions for those items below. 

A.1 Name of your facility

Verify or provide the name of your facility. EPA will use the name that you provide on this line for Performance Track administrative and public outreach purposes, e.g., in the list of member facilities on the Performance Track website. Thus, if the San Francisco plant of Acme, Inc. wishes to be referred to as Acme San Francisco, it would write “Acme San Francisco” on this line. 
A.2 Name of parent company (if any)  

Verify or provide the name of your facility’s parent company (if applicable), even if the company name is already included in your answer to question A.1.  

A.3 Facility contact person for the Performance Track 
program.

Verify or provide the name, position title, phone and fax numbers, and e-mail address of the contact person for the Performance Track facility.  If the mailing address for the contact person is different than the facility location information provided under item A.4, please provide the mailing address here.
A.4 Facility’s location

Verify or provide the address of your facility.





A.5 Facility’s website
Verify or provide your facility’s website address.  If your facility or parent company does not have a website address, please write in  “N/A”.
A.6 Number of employees (full-time equivalents) who 
currently work in the facility.
Verify or provide the number of full-time equivalent (FTE) 
employees who currently work in the facility.  An FTE 
represents 2,000 hours per year.  To calculate the number of FTEs, add the total hours worked during the calendar year by all employees, including part-time and seasonal employees, and divide the total by 2,000.

It is not necessary to provide the exact number of employees.  Rather, indicate the number of employees at your facility by writing in one of these ranges of numbers:    

· Fewer than 50

· 50-99

· 100-499

· 500-1000

· More than 1000

A.7 Does your company meet the Small Business 
Administration definition of a small business for your sector?  For purposes of this question, your  “company” is your facility’s parent company (as you have identified on the cover page of the application).  If you have not 
identified a parent company, then answer the question based on the size of your facility. 
To qualify as a small facility under the Performance Track program, you must have fewer than 50 full-time equivalent (FTE) employees at your facility and your company must meet the Small Business Administration (SBA) definition. If you do not know if your company meets the SBA definition, you may contact your local SBA office or consult

www.sba.gov/size/indexguide.html.



If you do not know if your company meets the SBA definition of a small business, contact your local SBA office or consult www.sba.gov/size/ indexguide.html.

The NAICS is a new classification that is replacing the SIC code system.

If you need help finding the appropriate NAICS codes, use the following websites:

www.census.gov/epcd/ec97brdg 

www.census.gov/epcd/www/

naicstab.htm

www.naics.com/search.htm  




A.8 North American Industrial Classification System (NAICS) Code(s) that are used to classify business at the facility.
North American Industrial Classification System (NAICS) codes are replacing Standard Industry Classification (SIC) codes throughout the Federal government.  Therefore, all EPA programs and information systems that collect and/or apply SIC codes are required to transition to NAICS codes.  If you need assistance in converting from SIC to NAICS codes, the Census Bureau has a site that provides bridges between SIC and NAICS: www.census.gov/epcd/ec97brdg.  To determine your facility’s classification code(s), consult the following website: www.census.gov/epcd/www/naicstab.htm, or search for NAICS codes by key words at:  

www.naics.com/search.htm.  

A.9 Have there been any changes to your facility’s list of products and/or activities?

If, since the time of your application or last Annual 
Performance Report, there have been any changes to what your facility does or makes, please describe those changes in the space provided.
A.10 Please update the list of environmental requirements that apply to your facility. 
In the space provided, indicate any changes that have taken 

place over the course of the year.  If you have no changes to report, please write “No changes.” 

Alternatively, if you used the Environmental Requirements 
Checklist in your Performance Track application, you may attach a copy of your original Checklist to your Annual Performance Report with any appropriate updates and/or changes noted.


. 






Scope describes the range of requirements and business areas that are covered in an audit or other assessment.
This section asks for information on the performance and assessment activities of your Environmental Management System (EMS).

B.1 Environmental Management System Assessment  
In this table, please provide information on the EMS assessments that took place at your facility during the year.  The purpose of the table is to show that:

· your facility is conducting EMS and compliance assessments (including audits), 

· your facility is conducting senior management reviews, 

· your assessments are effective, and 

· your facility is taking action to correct any deficiencies that are found.

Each of the questions a-c below requests information on the scope of the assessment. The scope describes the range of requirements (i.e. specific EMS elements and/or regulatory programs) and business areas (e.g., areas of the facility and business units) that are covered in an audit or other assessment.

a. Was an EMS audit or other assessment done by an 
independent third party?

If yes, please provide the type (e.g., ISO 14001 certification), the scope, and the month(s) and year(s) of each assessment.  Do not describe corporate audits in response to this question; corporate audits may be described in your response to question b.  Please do not include Performance Track site visits in your response.
b. Was an internal or corporate EMS audit conducted?

If yes, please provide the scope, month(s), and year(s) of each audit.

c. Was a compliance audit conducted?

If yes, please provide the scope, month(s), and year(s) of each audit, and indicate who (e.g., facility staff, corporate groups, independent third party) conducted each audit. In responding to this question, please do not include Performance Track site visits or inspections from regulatory bodies.
d. (optional) If you would like to describe any other audits or inspections that were conducted at your facility during the year, please do so here.
This item is intended to provide facilities with an opportunity to provide information on any other audits or inspections that took


It is EPA's long-standing practice not to request copies of audit reports to trigger Federal enforcement investigations.  See EPA's Audit Policy at www.epa.gov/oeca/ auditpol.html.


place at the facility over the course of the year.  For example, a facility may choose to describe the scope and results of an inspection by the local POTW.  However, a response is not required, nor is there any prescribed content or format for a response.  
e.  Briefly summarize corrective actions taken and other 
improvements made as a result of your EMS assessments and compliance audits.
There is no prescribed format for reporting this information. One possibility is to summarize the corrective actions and improvements by EMS or compliance category.
Example categories
· Environmental policy and planning

· EMS implementation

· Equipment or product design

· Reporting, recordkeeping, documentation, and labeling

· Operations and maintenance 

· Training 

· Communication

· Emergency preparedness, spills, or releases
· Checking and corrective action 

Example responses

Environmental planning: We updated the procedures and relevant documentation related to our environmental aspects identification to ensure that all appropriate activities, products, and services are covered in the identification process. 

Operations and maintenance:  We installed spring-loaded funnels on containers, sealed all dikes, and enhanced communication in order to prevent storage of incompatible materials and ensure that all containers are closed properly.

Labeling and recordkeeping: We made corrections to our container labels, labeling procedures and training programs.  Other recordkeeping procedures were revised to ensure the prevention of future non-conformances.
Spills or releases:  In response to a spill, we evaluated 
procedures and revised to prevent future recurrence.  As a proactive measure, we are also planning to evaluate spill 
containment of our piping system to minimize the likelihood of an accidental release.



EMS implementation: We established clear roles and responsibilities with respect to environmental management for all senior managers by including specific environmental 
responsibilities in their position descriptions and performance standards.
f. Has your facility corrected all instances of potential non-compliance and EMS non-conformance identified during your audits and other assessments?

If no, please briefly explain your plans to correct these 
instances.   

EPA recognizes that there are situations in which an EMS or compliance issue cannot be corrected immediately.  For example, a facility may require additional time to complete an engineering evaluation, to complete the purchase of required control equipment, or to gain approval for a new permit.  If your facility faces such a situation, please provide a brief description of your plans to address it.

Please note that facilities’ responses to this question are necessary for building confidence in the Performance Track program and in members’ ability to demonstrate strong 
environmental performance and responsible environmental management.  This information will provide assurances that members are exercising due diligence in their compliance management, including taking steps to proactively identify, correct, and prevent potential problems. 
g. Senior Management review of your EMS

Provide the month(s) and year(s) of the last senior 
management review of your facility’s EMS, as well as the name and position title of the person who headed the review.
B.2 ISO Certification. Is your facility certified to ISO 14001?

Check “Yes” if your facility is currently certified to ISO 14001. Otherwise, check “No.”






Limit your summary to 

environmental aspects that are significant and towards which progress has been made during the year.

For suggestions on wording, see the Environmental Performance Table on pages 27-29 of these instructions.
B.3 Environmental Aspects Identification. 

Provide the month and year of the last systematic 
identification and/or review of your environmental aspects.
B.4 Progress Towards Achieving Objectives and Targets.  

This information is requested in order to provide EPA and the general public with a more complete picture of a facility’s activities to improve its environmental performance.  Of particular interest is information that demonstrates that the facility is addressing significant environmental aspects other than those reflected in its Performance Track performance commitments.

This question may not be applicable to all Performance Track members.  While many members have more performance goals than those two or four goals set out in their Performance Track performance commitments, others may not. In the latter case, a facility may leave this table blank.
In the table, please summarize progress made toward your EMS objectives and targets.  You may limit your summary to environmental aspects that you have identified as 
significant and towards which progress has been made during the year.  If you so choose, you may also include summaries of other accomplishments from the year. 
Do not report on progress related to environmental aspects that are included in your Performance Track performance commitments.  Progress towards these commitments will be covered in Section C. 

In the Environmental Aspects column, list environmental aspects that meet the criteria mentioned in the preceding paragraph.  For this question, there is no required wording for the environmental aspects.  If, however, you would like some suggestions on 
wording, please refer to the Environmental Performance Table on pages 27–29 of these instructions.

In the Progress column, provide a narrative summary of the facility’s progress on the environmental aspect during the year.   The summary may include such information as quantitative improvements, qualitative improvements, activities conducted, etc.  See the table on the next page for example responses.  Please feel free to include additional explanations and descriptions as 
necessary and appropriate.


If you need more space to complete your response, please 
complete and attach additional pages. 
Example Responses







Environmental Aspect


Example 1: 

Quantitative 
improvements with activities conducted
Use of hazardous materials
We reduced the use of hazardous materials from 50 gallons per year to 42 gallons per year.  This improvement was achieved through minor process changes and by switching to non-hazardous materials.

Example 2:  

Quantitative 
improvements with activities conducted and additional description.
VOC emissions
Over the year, the facility achieved a 22% reduction in VOC emissions by substituting conventional chemicals with non-aerosol versions.  Originally, our suppliers did not stock some of the alternatives, but we negotiated a contract with our suppliers to carry them.  Subsequently, other facilities have started to purchase the alternative chemicals from our suppliers as well.  This also represents progress towards another goal of ours – greening the supply chain.

Example 3:  

Quantitative 
improvements with 
explanation.
BOD discharges to water
By improving our pretreatment process, we reduced our BOD discharges by 200 lbs. this year.  The reduction is relatively small (compared to our 2001 goal of 1000 lbs.) due to 1) an increase in production and 2) a reorganization of EHS at the corporate level which left our facility with fewer EHS personnel.

Example 4:

Qualitative 
improvements with activities conducted.
Accidental releases
We reduced our vulnerability for fuel oil releases by inspecting fuel tanks and lines for leaks on a weekly basis, and by implementing a more stringent safety protocol for fueling operations.







In completing the tables, please do not change any information submitted in your application or in previous annual 

performance reports. 

If you must change or substitute a performance commitment, please call 

1-888-339-PTRK (7875) or e-mail ptrack@indecon.com.
In this section, please summarize your facility’s environmental 
performance against your Performance Track environmental 
performance commitments.  

C.1-C.4 Performance Commitments 1-4
These questions ask for information on each of the environmental performance commitments that you have made under the 
Performance Track program.  Question C.1 asks for information on your first commitment, question C.2 asks for information on your second performance commitment, and so forth.  Each of these questions — C.1, C.2, C.3, and C.4 — has its own sub-questions a, b, and c.  

Though four performance commitment tables are included, 
facilities that qualified as small businesses need only complete two of these tables.  (Small businesses that submitted more than two commitments should complete one table per commitment made.)
a. Use this table to report data related to your performance commitment
To the extent possible, EPA will pre-complete the Section C tables for you.  If any of the information is pre-completed, you only need to verify the information.  If you find any transcriptional or typographical errors, please notify the Performance Track Information Center at 

1-888-339-PTRK (7875) or e-mail ptrack@indecon.com.
Complete only those boxes related to the baseline, current 
reporting year, and performance commitment.  Please leave blank those boxes related to any remaining reporting years.  (For example, if this report covers your first year in the program, do not fill in the columns for Year 2 and Year 3.)

In completing the tables, please do not change any information submitted in your application or in previous annual 
performance reports (e.g., the environmental aspects, the baseline information, the performance commitments).  If your facility finds that it is necessary to change or substitute a performance commitment, please contact the Performance Track Information Center for 
assistance.  (Call 1-888-339-PTRK (7875) or e-mail ptrack@indecon.com.) For the purposes of this Annual Performance Report, please provide information on all of your current Performance Track performance commitments.  If circumstances have delayed or prevented progress, please provide a brief explanation in part b under the appropriate performance commitment table.


Instructions by Columns

Baseline
In the Section C, Part 2 (“Future Commitments”) of your original application to the Performance Track program, you provided “current data” to serve as a comparison basis for your commitments.  Those “current data” quantities and units serve as the baseline information for your Annual Performance Report.  The baseline information will remain the same for the duration of the commitments’ three-year period.
Years 1, 2, and 3

These are the three years spanning the duration of your 
performance commitments.  Year 2 would therefore correspond with your second year of effort towards meeting a Performance Track performance commitment.  In each Annual Performance Report you are asked to provide the calendar year, actual quantity, normalizing factor, and normalized quantity for the most recent reporting year.  Please do not change data submitted in previous years.  Please leave blank any columns for remaining years, e.g., if you are reporting on 2nd year data, do not complete the column for “Year 3.”
Performance Commitment

The performance commitments are the environmental performance “future commitments” that you made when applying to the Performance Track program (Section C, Part 2 of the Application).  

In the Annual Performance Report, the performance commitment information is the same as the future commitment quantities, units, and any normalizing information that you submitted with your application.  Exceptions to this rule may occur in certain cases, e.g., when a facility’s original commitments (in the application) were not consistent with the aspects or units listed in the Environmental Performance Table.   If your facility’s performance commitments and data do not fit the format of these tables, please contact the Performance Track Information Center for assistance (telephone:  1-888-339-PTRK (7875) or e-mail: ptrack@indecon.com).

For most Performance Track participants, the future performance commitments submitted with the application are equivalent to the normalized quantity of their future commitments.  In other words, most facilities’ commitments do not attempt to predict and
In the baseline year, the "Actual Quantity" and the "Normalized Quantity" are equivalent. 


If you must change or substitute a performance commitment, please call 

1-888-339-PTRK (7875) or e-mail ptrack@indecon.com.



For more information on normalizing, see pages 17 to 19.

To find the correct 

categories, aspects, and measurement units to use, see the Environmental Peformance Table on pages 27 to 29.

The baseline actual quantity is the same as the baseline normalized quantity.  Both are what you submitted in your application as the “current annual quantity”.
incorporate future changes in production and other business activity.  Rather, the future commitments demonstrate environmental performance improvements assuming the same levels of production, employees, and facility space as exist in the baseline year.  Thus, in most cases, facilities should enter their future commitments (as submitted with the applications) in the bottom box of the “Performance Commitment” column.  Please see pages 17–19 of for more detailed information on normalizing. 

If, in your application, you opted to provide a future commitment that incorporates predicted production levels and/or other business changes, please enter that amount in the “Actual Quantity” box of the “Performance Commitment” column, enter the predicted normalizing factor in the appropriate box, and, following instructions below, calculate the normalized quantity for the performance commitment and enter the amount into the bottom box of the “Performance Commitment” column.

Instructions by Rows

Category
Please provide the environmental impact category for the 
performance commitment.  Allowable categories are listed in the left-hand column in the Environmental Performance Table on pages 27–29.

Aspect
Please provide the environmental aspect for the performance commitment.  Allowable aspects are listed in the second 
column in the Environmental Performance Table on pages 27–29.

Actual quantity (per year)

The actual quantity is the current annual measurement of the environmental aspect.  Please provide the actual quantity of the aspect for the baseline, current year, and current reporting year.  The quantity should cover one full year of the aspect, not a month, a partial year, or any period longer than a year.  In this row, provide only numerical answers.  Measurement units (pounds, tons, gallons, kWh, etc.) should be entered in the row below.

In your application you may have opted to provide a future 

performance commitment that incorporates predicted future levels of production and/or other business changes.  If so, please enter this information in the box where the “Actual Quantity” row and the  “Performance Commitment” column meet.


Measurement Units

In this row, please state the measurement units that you are using to measure the aspect, e.g. tons, pounds, acres, gallons, kWh.   These units must be consistent with those listed in the Performance Track Environmental Performance Table on pages 27–29.  

Calendar Year
Please provide the year (e.g., 2001, 2004) for the baseline, the current reporting year, and the performance commitment. 
Normalized Quantity/Normalizing Factor/Basis for 
Normalizing Factor

Please provide the normalizing factor, its basis, and the 
normalized quantity for the baseline, current reporting year, and performance commitment.  
A normalized quantity is an adjustment of your actual quantity that accounts for changes in economic activity (e.g., changes in production, sales, numbers of employees) at the facility. While the actual quantity demonstrates a facility’s overall impact no matter the level of economic activity, the normalized quantity holds other factors constant in order to highlight real changes in environmental performance.  A normalized quantity creates a clearer picture of a facility’s eco-efficiency efforts.  The quantities for the performance commitment and the three reporting years are normalized in order to enable a comparison against the baseline quantity, i.e. to answer the question:  What would your baseline situation (with the baseline level of activity, production, number of employees, etc.) look 
like if it were calculated today?

The normalized and actual data reported in these tables will be used to demonstrate facilities’ specific environmental 
accomplishments and progress towards environmental 
performance commitments.  Facilities’ actual data will be 
aggregated for analysis and presentation purposes, e.g., to analyze trends in environmental performance and management and to demonstrate the value of the Performance Track 
program. 
The baseline normalized quantity is the same as the baseline actual quantity.  Both are what you submitted in your application as the “current annual quantity”.

For most Performance Track participants, the future performance commitments submitted with the application are equivalent to the
The calendar year for the Performance Commitment should be consistent with that of Year 3.

A normalized quantity is an adjustment of your actual quantity that accounts for changes in economic activity (e.g., changes in production, sales, numbers of employees) at the facility.  A normalized quantity creates a clearer picture of a facility’s 

eco-efficiency efforts.


 
normalized quantity of their future commitments.  In other words, most facilities’ commitments do not attempt to predict and incorporate future changes in production and other business activity.  Rather, the future commitments demonstrate environmental performance improvements assuming the same levels of production, employees, and facility space as exist in the baseline year.   Thus, in most cases, facilities should enter their future commitments (as submitted with the applications) in the bottom box of the “Performance Commitment” column.

If in your application your facility provided a future commitment that incorporates predicted production levels and/or other 
business changes, please enter that amount in the “Actual 
Quantity” box of the “Performance Commitment” column, enter the predicted normalizing factor in the appropriate box, and, following instructions below, calculate the normalized quantity for the performance commitment and enter the amount into the bottom box of the “Performance Commitment” column.
A normalizing factor allows for the conversion of the actual quantity to a normalized quantity, while protecting the 
confidentiality of production levels, product content, or other sensitive information. 

The basis for your normalizing factor is a brief description of what your normalizing factor represents, e.g., production (number of units produced), number of employees, square feet of floor space. 

The chosen normalizing factor should be appropriate for the specific environmental aspect.  In most cases, production level is the best normalizing factor and should be used as the normalizing factor wherever possible and appropriate.  However, other cases might call for other normalizing factors.  For example, employment might be a better normalizing factor if your aspect is reduction in greenhouse gases from a carpooling program. 

If your facility or company has developed a production index that weights heterogeneous types of products according to size, complexity, or other factors, you may use that as your normalizing factor.  In the box for “basis for your normalizing factor,” please provide a brief description of the index.  It is not necessary to provide the exact equation, but please do list or describe the types of factors included.


If in your application you provided a predicted normalizing factor for your future performance commitment, please enter this factor in the box where the “Normalizing Factor” row and the “Performance Commitment” column meet.






To calculate the normalized quantity, it is necessary to first determine the normalizing factor.

If you are using production (# of units produced) as a normalizing factor, the factor will be the current rate of production divided by the rate of production in the baseline year.  The baseline year remains the denominator for all three years of annual reporting.  For example, if the current year is 2004 and your baseline year is 2001, then the equation for determining your normalizing factor is:
The normalizing factor for the baseline will always be 1.0.

Number of units produced in 2004      (Current) 
Number of units produced in 2001      (Baseline)

For example, 

1.2 million cars      = 1.2  = normalizing factor for 2004

1 million cars


To calculate the normalized quantity, divide the actual quantity by the normalizing factor.  The actual quantity and the normalizing factor should be of the same year.  For example:


Baseline normalized quantity = Baseline actual quantity       =   21.0 trillion BTU = 21.0 trillion BTU

Baseline normalizing factor              1.0

2004 normalized quantity =  2004 actual quantity       =   22.0 trillion BTU = 18.3 trillion BTU

2004 normalizing factor                1.2


b.  Briefly describe how you achieved improvements for this aspect or, if relevant, any circumstances that delayed progress.  

In the space provided, please briefly describe how you achieved improvements for the performance commitment or, if relevant, any circumstances that delayed or prevented progress. 

For many Performance Track facilities, there is a one-year gap between the baseline year and Reporting Year 1.  For example, a facility that applied late in the year 2000 likely used 1999 data as its baseline.  However, because it was accepted as a member at the beginning of the following year (2001), its first annual performance report data will cover the year 2001.  If this is the case for your facility and you are interested in reporting any progress made during the interim year, please feel free to include it in your response to this question.  





Attach additional sheets as necessary. 

c.  Please list any other EPA voluntary programs to which you are also reporting these data (e.g., Energy Star, Project XL, WasteWise, etc.).  

List other EPA voluntary programs to which you are 
reporting these data.  This information is requested to help ensure that data you provide is not “double counted” in future EPA reports.






C.1 Performance Commitment 1
a. Use this table to report data related to your first performance commitment.  
Category (see page 16 of the instructions:) Energy

Aspect  (see page 16 of the instructions:) Total Energy Use


Baseline

(as stated in your application)
Year 1
Year 2
Year 3
Performance Commitment

(the goal stated in your application)

Calendar Year
1999
2001


2003

Actual Quantity

(per year)
54 million
47 million


40 million

(if applicable)

Measuring Units
KwH

Normalizing Factor*
1.0
.9


1.3

(if applicable)

Basis for your Normalizing Factor*
Company production index that considers quantity of units produced and complexity of products’ production process.

Normalized Quantity*

(per year)
54 million
52.2 million


30.8 million

*See pages 17-19 of the instructions for more information

b. Briefly describe how you achieved improvements for this aspect or, if relevant, any circumstances that delayed progress. 

Implemented procurement policy with energy efficiency requirements for new equipment, installed energy efficient lighting and ballasts. Progress was somewhat set back by the addition of energy intensive product lines in 2001.

c. Please list any other EPA voluntary programs to which you are also reporting these data (e.g., Energy Star, Project XL). 
Energy Star Buildings

Company Calculations (not to be included in the actual annual performance report)

Year 1:  Normalizing Factor = 800,000 units produced in 2001 = .9

888,889 units produced in 1999
Normalized Quantity = 47 million KwH = 52.2 million KwH

.9
C.2 Performance Commitment 2
a. Use this table to report data related to your second performance commitment.
Category (see page 16 of the instructions:) Air Emissions

Aspect  (see page 16 of the instructions:) Emissions of Toxics


Baseline

(as stated in your application)
Year 1
Year 2
Year 3
Performance Commitment

(the goal stated in your application)

Calendar Year
2001
2002


2004

Actual Quantity

(per year)
6,230
5,940


(if applicable)

Measuring Units
Pounds

Normalizing Factor*
1.0
1.35


(if applicable)

Basis for your Normalizing Factor*


Normalized Quantity*

(per year)
6,230
4,400


3,500

*See pages 17-19 of the instructions for more information

b. Briefly describe how you achieved improvements for this aspect or, if relevant, any circumstances that delayed progress. 

Utilized less toxic and non-toxic inputs to production process.  Installed advanced stack filtration to reduce HAPS emissions. 

c. Please list any other EPA voluntary programs to which you are also reporting these data (e.g., Energy Star, Project XL). 
N/A

Company Calculations (not to be included in the actual annual performance report)

Year 1:  Normalizing Factor = 4.3 million units produced in 2002 = 1.35

3.2 million units produced in 2000
Normalized Quantity = 5,920 lbs. = 4,400 lbs.

1.35

C.3 Performance Commitment 3
a. Use this table to report data related to your third performance commitment.
Category (see page 16 of the instructions:) Waste

Aspect  (see page 16 of the instructions:) Total Solid Waste


Baseline

(as stated in your application)
Year 1
Year 2
Year 3
Performance Commitment

(the goal stated in your application)

Calendar Year
2000
2002


2004

Actual Quantity

(per year)
4,280
3,900


(if applicable)

Measuring Units
tons of solid waste

Normalizing Factor*
1.0
.85


(if applicable)

Basis for your Normalizing Factor*
tons of paper sold

Normalized Quantity*

(per year)
4,280
4,588


2,400

*See pages 17-19 of the instructions for more information

b. Briefly describe how you achieved improvements for this aspect or, if relevant, any circumstances that delayed progress. 

Increased intra-facility reuse and recycling of paper manufacturing waste. Reprocessed scrap materials for use at sister plant that could utilize byproduct in their product line. Relative progress declined in year 1 due to turnover of EH&S staff and lag time for reinstating reuse/recycling programs.

c. Please list any other EPA voluntary programs to which you are also reporting these data (e.g., Energy Star, Project XL). 
WasteWise

C.4 Performance Commitment 4
a. Use this table to report data related to your fourth performance commitment.
Category (see page 16 of the instructions:) Preservation/Restoration

Aspect  (see page 16 of the instructions:) Habitat Impacts


Baseline

(as stated in your application)
Year 1
Year 2
Year 3
Performance Commitment

(the goal stated in your application)

Calendar Year
2002

2005

2006

Actual Quantity

(per year)
5

9

15

(if applicable)

Measuring Units
acres

Normalizing Factor*
1.0



(if applicable)

Basis for your Normalizing Factor*
N/A

Normalized Quantity*

(per year)






*See pages 17-19 of the instructions for more information

b. Briefly describe how you achieved improvements for this aspect or, if relevant, any circumstances that delayed progress. 

Acquired land adjacent to facility and restored to native wetland condition. Replanted native vegetation to foster habitat for wildlife. 

c. Please list any other EPA voluntary programs to which you are also reporting these data (e.g., Energy Star, Project XL). 
N/A


In this section, please provide a summary of your environmental public outreach and performance reporting activities conducted during the year.  In addition to answering these two questions, facilities are invited, but in no way required, to attach any materials that would document or illustrate their public outreach and performance reporting activities.  Examples of such materials include public announcements, photographs of activities with the community, meeting agendas, web pages, etc.  Please note that any such materials submitted to the Performance Track program become public documents and that EPA may use them in Performance Track’s reporting and outreach activities.

D.1 Please briefly describe the activities that your facility conducted during the year to interact with the community on environmental issues and to report publicly on environmental performance. 
There is no prescribed format for this summary.  The lists of examples below are offered only to provide you with ideas for what to include in the summary. 

Examples of types of activities that facilities may consider including are:

· Activities to identify public environmental concerns

· Activities to respond to public environmental concerns

· Activities to inform community members of important 

environmental matters that do, or could, affect them

· Activities to report environmental performance to the public

Examples of means for communicating with the public include:

· E-mail distribution lists

· Open houses

· Website 

· Public meetings

· Community Advisory Panels

· Press releases

D.2 How does your facility plan to transmit its Annual 
Performance Report to the public?  

From the list provided, please check one or more boxes to 
indicate how you will share the information contained in the Annual Performance Report with the public.  If your planned method is not included in the list, please check “Other” and briefly describe the means that you plan to use.

The primary purposes of this section are for the facility to certify that the information reported in the Annual Performance Report is true, accurate, and complete, and that the facility continues to adhere to all the criteria for participation in the National Environmental 
Performance Track program.
The person who signs the form must a) be the senior manager with responsibility for the facility, b) be fully authorized to execute the statement on behalf of the corporation or other legal entity whose facility is part of the national Environmental Performance Track 
program, and c) have examined and be familiar with the information contained in the Annual Performance Report form.  Once the rest of the Annual Performance Report is completed, this person should read Section E in its entirety, ensure that each of the lines at the bottom of the page is completed (i.e. printed name, title, phone number, e-mail address, facility name, facility street address, alternative mailing address if applicable, and Performance Track Identification Number), and sign and date the form in the space provided.
 



The Environmental Performance Table includes a broad range of environmental impact, but not all of these impacts will be relevant to your facility.  In the Table, we use the terms category and aspect to classify these environmental impacts:

· Categories are general types of environmental impacts.

· Aspects are more specific impacts that can be quantified by the units in the right-hand column.
The units that we’ve given in the table are some common examples of quantities that can capture 

performance on specific aspects.  You must use the units we’ve provided on your Performance Track Application. We need standard measures to report on the progress of Performance Track 

participants as a group.  When you report on your performance in the application, please state your units with all quantities. 

It is important to remember that some of these aspects are currently regulated, and some are not. If you choose an aspect that is regulated, then you must commit to performance goals that go beyond the regulatory requirements. 
The Environmental Performance Table is based on the Global Reporting Initiative (GRI), an international standard for voluntary corporate sustainability reporting.  The GRI has been developed by an international coalition of industrial firms, financial and accounting organizations, and environmental groups. For more information on GRI, see www.globalreporting.org.

The following acronyms are used in the Environmental Performance Table:
BOD 
= 
Biological Oxygen Demand

COD 
= 
Chemical Oxygen Demand

Btu 
= 
British Thermal Units

kWh 
= 
Kilowatt Hours

mmBtu
= 
Million Metric British Thermal Units

ppm
=
Parts per million

NOx
=
Nitrous Oxides

VOC 
= 
Volatile Organic Compounds

CGU
=
Colony Forming Unit

MPN
=
Most Probable Number

dBA
=     
decibels adjusted to measure human response to sound

Category
Aspect
Units

Energy Use
Total Energy Use
Btu, mmBrtu, KwH, MwH

Water Use
Total Water Use
gallons

Materials Use
Total Materials Use
tons, lbs


Hazardous Materials Use
tons, lbs


Recycled/Reused Materials Use
tons, lbs

Air Emissions

(including motor vehicle emissions)
Emissions of Greenhouse Gases
tons, lbs


Emissions of Ozone-Depleting Gases
tons, lbs


Emissions of VOCs
tons, lbs


Emissions of NOx
tons, lbs


Emissions of Sulfur Dioxide
tons, lbs


Emissions of Particulate Matter
tons, lbs


Emissions of Carbon Monoxide
tons, lbs


Emissions of Toxics
tons, lbs

Waste
Total Solid Waste
tons, lbs


Hazardous Solid Waste
tons, lbs

Preservation/Restoration
Removal
tons, lbs


Remediation
acres, sq ft


Habitat Impacts
acres, sq ft

Category
Aspect
Units

Discharges to Water
COD Discharges to Water
tons, lbs


BOD Discharges to Water
tons, lbs


Discharges of Toxics to Water
tons, lbs


Discharges of Total Suspended Solids to Water
tons, lbs


Discharges of Nutrients to Water
tons, lbs


Sediment from Runoff
tons, lbs


Discharges of Pathogens to Water
MPN/g. MPN/ml, CFU/g, CFU/ml

Accidental Releases
Release History
lbs, tons, or gallons; number of releases


Vulnerability and Potential for Releases
sq ft, acres (size of vulnerable zone), lbs, tons, or gallons

Product Performance
Expected Lifetime Energy Use of Product
Btu, mmBrtu, KwH, MwH


Expected Waste (to Air, Water, Land) of Product
tons, lbs


Packaging Materials Used in Product
tons, lbs


Waste to Air, Water, Land from Disposal or Recovery of Product
tons, lbs

Other
Noise
dBA, duration of events (with noise levels exceeding established thresholds)


Odor
applicant's discretion
















!











Section B


(continued)





(





!











(





(











Environmental Performance Table





Section A





Environmental Management System





!














(





Section C


(continued)

















Section D

















Section B


(continued)





Section C

















Environmental Performance Commitments





Section C


(continued)











Section C


(continued)





!





!











Section C


(continued)





Self-Certification of Continued Program Participants





General Information


(continued)

















General Facility Information





Section A


(Continued)





Cover Page





General Information





Section B

















(





(











Section C


(continued)











Section C


(continued)











Section C


(continued)





Public Outreach and Performance Reporting tments





Section E





(





(





!





!











!











!








Page 20 

Annual Performance Report Instructions

(Draft) Revised January 2004

Annual Performance Report Instructions

Page 21
(Draft) Revised January 2004


