
[bookmark: _Toc1538601211]Photo Template
This document is to be used to comply with the photo documentation requirements outlined in the Program Manual. Add, delete, or re-size photo boxes and descriptions as necessary. This document compliments the project’s Inspection Workbook. The intent is to provide photo documentation of existing conditions to be upgraded and partially or fully completed work. 

Step 1- Provide photo documentation of the existing conditions of building components that will be upgraded and all other applicable existing conditions. 
Step 2- Partially Complete – Provide photo documentation of completed or partially completed measures. If a measure is partially complete, photo documentation should be included to support claimed percent complete.
Step 3- 100% Complete – Provide photo documentation of completed measures. 
1. This file should be named as follows: Project Name - Photos.pdf.
2. Enter the project name and stage into the header. 
3. For each type of measure, include all applicable measure ID number.
4. Please do not copy and paste photos. Instead, in the document’s menu (In Microsoft Word- above the word document), go to: Insert/Pictures/This Device to select the path of the desired photo from a folder on your computer. Inserting will automatically resize the photos to fit the provided boxes. Another way to add photos that automatically resize is to drag the file for the photo directly into the provided box. Please make sure that all photos are clear so that the relevant content of the photo is identifiable. Photo file size is not an issue if all photos are compressed before submitting this document (see instructions below). You can re-size your photos before inserting them if this is easier for you.
5. Under each photo you can click on <Insert Note> and provide a description of the photo and information on where it was taken. 
6. As necessary, insert (copy- paste) more of the photo boxes.
7. Before submitting this file, or converting the document to .pdf, please make sure to reduce the size of all pictures by “compressing” all photos. 
a. One way this can be achieved with Microsoft Word is the following: click on a Photo and click the “Picture Format” menu above the document’s access bar, then click on Compress Pictures (command prompts are shown below).
b. Deselect “Apply only to this picture” and “E mail 96ppi” option. After compressing photos and/or converting the document to pdf, always check to make sure photo content is still clear.
8. Remove all unused measure types and photo boxes.



	
Figure1: Shows “Picture Format” menu when clicking on your picture.
[image: Screenshot of menu in MS Word showing the Picture Format section circled.]







Figure 2: Shows “Compress Pictures” on your menu bar for options.
[image: Screenshot of the MS word menu with the Compress Pictures icon circled.]







Figure 3: Shows “Compress Pictures” options to select.
[image: Screenshot of the Compress Pictures text box with "apply only to this picture' and "email (96 ppl)" options circled.]








[image: NYSERDA logo]PHOTO TEMPLATE
Affordable Multifamily Program Upstate
 

Rev0		 2 | Page

[bookmark: _Toc1407317557]Air Sealing

Measure #:      
EAST - Include photos of areas that will be air sealed. 
Inspections - Include photos of air sealing work completed.  Include enough photos to properly verify each type of air sealing activity performed.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>


[bookmark: _Toc926059912]Advanced Thermostat

Measure #:      
EAST - Include photos of existing manual or non-connected programmable thermostats. 
Inspections - Include a photo of each ENERGY STAR advanced thermostat.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>





Appliances (Refrigerators)

[bookmark: Text6]Measure #:      
EAST - Include photos of the nameplate of current appliance models. 
Inspections - Include a photo of the nameplate of each type and model of refrigerator installed. If possible, include a photo showing Energy Star Label and Energy Guides.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




[bookmark: _Toc446599998]Heating and Cooling (HVAC)	Comment by Moura-Cook, Ana M (NYSERDA): Floodproofing resilience enhancement option

Measure #:      
EAST - Include photos of all primary equipment being replaced and a separate photo of their nameplate.
Inspections - Include a photo of all primary equipment installed and a separate photo of their nameplate. If new controls were installed or settings changed, include a photo of controls and settings. If a Floodproofing Resilience Enhancement was included in the scope of work, please include a photo showing the floodproofing, along with a measurement instrument to indicate the final elevation of the new equipment.


	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



[bookmark: _Toc1691247107]

Domestic Hot Water (DHW)	Comment by Moura-Cook, Ana M (NYSERDA): Floodproofing resilience enhancement option

Measure #:      
EAST - Include a photo of all primary equipment being replaced and a separate photo of their nameplates.
Inspections - Include a photo of all primary equipment installed and a separate photo of their nameplates. If new controls were installed, or settings changed, include a photo of controls and settings. If a Floodproofing Resilience Enhancement was included in the scope of work, please include a photo showing the floodproofing, along with a measurement instrument to indicate the final elevation of the new equipment.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>


[bookmark: _Toc858585635]Duct Improvements

Measure #:      
EAST - Include one representative photo of each area to be improved. 
Inspections - Include one representative photo of each: duct sealing detail and duct insulation with thickness of insulation either labeled or measured. 

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




[bookmark: _Toc461384837]Envelope: Building Insulation Building 

Measure #:      
EAST - Include a representative photo of each location to be insulated. 
Inspections - Include a representative photo of each location insulated. Photos should show type of insulation installed, thickness of new insulation, and total thickness of all insulation. Thickness should be shown using a ruler or another standard practice measurement technique. If insulation has stamped R-value, include photo of markings. 

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




[bookmark: _Toc625299356]Heat and Energy Recovery	Comment by Moura-Cook, Ana M (NYSERDA): Floodproofing resilience enhancement option
Measure #:      
EAST - Include a photo of existing equipment. 
Inspections - Include a photo of all equipment installed and separate photos of their nameplates and control settings. If a Floodproofing Resilience Enhancement was included in the scope of work, please include a photo showing the floodproofing, along with a measurement instrument to indicate the final elevation of the new equipment.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




[bookmark: _Toc1640602639]Lighting - Interior

Measure #:      
EAST - Include a representative photo of each fixture type to be replaced.
Inspection - Include a representative photo of each fixture type installed (with Energy Star label affixed if applicable) and a photo of the lamps installed with wattage visible. Include measure # (if more than one) and line item within photo caption. Photos of CFLs must show whether they are pin-based or screw-based and their wattage.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



[bookmark: _Toc648551184]Lighting – Exterior

Measure #:      
EAST - Include a representative photo of each fixture type to be replaced.
Inspection - Include a representative photo of each fixture type installed (with Energy Star label affixed if applicable) and a photo of the lamps installed with wattage visible. Include measure # (if more than one) within photo caption. Photos of CFLs must show whether they are pin-based or screw-based and their wattage.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



Include a photo of each type of lighting control specified for each unique space (motion sensors, timers, and daylight sensors).
	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



If possible, include a photo showing that installed bi-level lighting is functioning properly.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



For exterior lighting with timers, include a photo of the control and settings.




[bookmark: _Toc1664815188]Low Flow Devices

Measure #:      

EAST - Include a photo of each type of plumbing fixture to be replaced.
Inspection - Include a photo of each type of plumbing fixture installed with the rated flow rate visible.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>





[bookmark: _Toc1974793240]Pipe Insulation Improvements

Measure #:      

EAST - Include a representative photo of current pipe insulation (or lack thereof). 
Inspection - Include a representative photo of each pipe replacement and pipe insulation, with thickness of insulation either labeled or measured. For areas where piping is no longer accessible, include before and after photos.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>


Room (RAC) Cover and Gap Sealer

Measure #:      

EAST - Include a representative photo of window or through-wall air conditioning unit without cover or gap sealer. 
Inspection - Include a representative photo of each window or through-wall air conditioning unit with cover and gap sealer surrounding the unit.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>


Steam Traps

Measure #:      
EAST - Include photos of existing distribution system without steam traps. 
Inspections - Include a photo of updated distribution system with steam traps installed.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>





Thermostatic Restriction Valve

Measure #:      

EAST - Include a representative photo of current thermostatic restriction valve (or lack thereof). 
Inspection - Include a representative photo of each thermostatic restriction valve.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>




[bookmark: _Toc1988159707]TRV or Radiator Valve

Measure #:      
EAST - Include photos of current radiators without any thermostatic radiator valves. 
Inspections - Include a photo of radiators with TRV or radiator valves installed.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>





Ventilation Improvements (HVAC)

Measure #:      

EAST - Include a representative photo of all equipment to be replaced. 
Inspection - Include a representative photo of all equipment installed. For fans and air handler units, include a photo of the nameplates. If new controls are installed or settings changed, include a photo of controls and settings. Include a representative photo of each type of ventilation distribution equipment installed, replaced, or repaired (e.g. balancing dampers or Constant Air Regulators).

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>


[bookmark: _Toc1817207413]Windows	Comment by Moura-Cook, Ana M (NYSERDA): Hurricane resistant windows resilience enhancement

Measure #:      

EAST - Include a representative photo of existing windows to be replaced. 
Inspection - Include a representative photo of each type of window installed and any associated labels (NFRC, manufactures, third-party, Energy Star, etc…). If the Hurricane Resistant Windows Resilience Enhancement was included in the scope of work, be sure to show the Design Pressure (DP) rating, any impact rating, and any relevant codes referencing standards such as ASTM, AAMA, WDMA, CSA, Miami-Dade, etc.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



Include photos of air sealing details for each type of window installed. The photos should show exterior and interior air sealing details, as well as any air sealing that occurred in the space around the window frame.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>



Include a photo of low-e sensor device verifying low-e (if applicable) for each type of window installed.

	<Insert Photo>
<Insert Note>
	<Insert Photo>
<Insert Note>
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