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EU – VIET NAM SUSTAINABLE ENERGY TRANSITION PROGRAMME (SETP) 

Accelerating energy efficiency (EE) in larger industries through energy management system, 
system optimization and the promotion and adoption of EE in SMEs – (IEEP project) 

 
MINISTRY OF 

 INDUSTRY AND TRADE  

AGENDA 

EXPERT TRAINING ON ENERGY MANAGEMENT SYSTEM  
IN LINE WITH ISO 50001 (MODULE 2) 

From 01 to 03 October 2024  
At Adonis Hotel - 55 Quang Trung Street, Hai Ba Trung District, Ha Noi 

Day 1: 01/10/2024 
 

Time Contents Speakers 

8.00-8.30 Registration and welcome  

8.30-8.35 Participants Introduction UNIDO Project 

8.35-8.45 Opening speech  UNIDO Project 

8.45-10.15 

01 - REPORTING ON PROGRESS 

Teams report on progress of Module 1 (policy, scope, 
energy review, ENPI, baseline, EPO of SEU) 

All expert teams 

10.15-10.30 Tea break  

10.30-11.00 

02 - SIGNIFICANT ENERGY USES – 
CONNECTIONS 

Emphasize SEU connections to implementation and 
operation 

International Expert 

11.00 – 11.45 03 - OPERATIONAL CONTROL International Expert 

11.45-12.45 Lunch at the Hotel   

12.45-13.30 Exercise 03: Develop Operational Criteria International Expert 

13.30-14.00 04 - PROCUREMENT International Expert 

14.00-14.30 Exercise 04: Procurement Considerations International Expert 

14.30-14.45 Tea break  

14.45-15.15 05 - DESIGN International Expert 

15.15-15.45 06 - COMPETENCY, TRAINING & AWARENESS International Expert 

15.45-16.15 Exercise 06: Develop competencies  

16.15-16.30 Daily Wrap-up International Expert 



  
 

 
 

 
 

EU – VIET NAM SUSTAINABLE ENERGY TRANSITION PROGRAMME (SETP) 

Accelerating energy efficiency (EE) in larger industries through energy management system, 
system optimization and the promotion and adoption of EE in SMEs – (IEEP project) 

 
MINISTRY OF 

 INDUSTRY AND TRADE  

Day 2: 02/10/2024 

 

Time Contents Speakers 

8.00-8.30 Registration  

8.30-9.00 

07 - OBJECTIVES, TARGETS & ACTION PLAN 
REVIEW 

Review objectives & targets after discussing all the 
connections; revise action plans 

International Expert 

9.00-9.45 Exercise 07: Review & report out International Expert 

9.45-10.00 Tea break  

10.00-12.00 

08 – COMMUNICATION 

Exercise 08A: Brainstorm session (mixed groups) 

Exercise 08B: Apply to company 

Exercise 08C: Report out communications/training 

International Expert 

12.00-13.00 Lunch at the Hotel   

13.00-13.20 09 - DOCUMENT CONTROL International Expert 

13.20-13.40 10 - RECORDS CONTROL International Expert 

13.40-14.10 Exercise 10: Determine documents/records International Expert 

14.10-14.30 Tea break  

14.30-15.15 11 - DEMONSTRATE WEB RESOURCES International Expert 

15.15-15.30 Daily Wrap Up International Expert 

 
 

  

  



  
 

 
 

 
 

EU – VIET NAM SUSTAINABLE ENERGY TRANSITION PROGRAMME (SETP) 

Accelerating energy efficiency (EE) in larger industries through energy management system, 
system optimization and the promotion and adoption of EE in SMEs – (IEEP project) 

 
MINISTRY OF 

 INDUSTRY AND TRADE  

Day 3: 03/10/2024 

 

Time Contents Speakers 

8.30-9.00 Registration  

9.00-9.45 
12 - ENERGY PERFORMANCE, ENPI AND 
BASELINE REVIEW 

International Expert 

9.45-10.00 
Exercise 12: review EnPI, modifications, system 
for calculating 

International Expert 

10.00-10.15 Tea break  

10.15-11.00 Exercise 12 (continued) International Expert 

11.00-11.45 
13 MONITORING, MEASUREMENT & 
ANALYSIS 

 

11.45-12.45 Lunch at the Hotel   

12.45-14.00 

Exercise 13A: Key characteristics & data 
analysis 

Exercise 13B: Develop measurement plan 

International Expert 

14.00-14.15 Tea break    

14.15-14.30 

14 - KEEP EnMS UP TO DATE 

Update legal, EPOs, action plans, documents, 
policy; changes in energy review, baseline, 
documents, management review 

International Expert 

14.30-15.00 
Exercise 14: checklist exercise for updating 
system 

International Expert 

15.00-15.15 

15 - MANAGEMENT REVIEW 

Communication process for implementation: 
resources, reality check 

International Expert 

15.15-15.45 BACK AT THE OFFICE / NEXT STEPS International Expert 

15.45-16.00 Daily Wrap Up International Expert 
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UNIDO EXPERT TRAINING 

Exercise 03: Develop Operational Criteria 

 

1. In your teams, determine what operational and maintenance criteria it takes 
to run and maintain one of your SEUs in an efficient manner, and record these 
criteria on the Operational Criteria Specification Worksheet.  

 

2. Discussion with the larger group (10-15 minutes). 

Each of the groups will, 

 Appoint a spokesman, 
 Describe the SEU chosen, 
 Discuss the operational and maintenance criteria for the SEU, 
 Get feedback from the larger group on criteria chosen. 

 

 

NOTES for Instructor 

 If there is enough time, have each group fill out the forms in electronic 
format and display on the screen for the entire group to see. 

 If the experts are not working with an organization to implement the EnMS, 
then choose an energy system, like steam and/or compressed air that each 
of the groups can discuss and determine operational criteria for. 



  
 

 

UNIDO Expert Training 
Significant Energy Uses Operational Criteria Worksheet 

 
 

Significant Energy Uses Operational Criteria Specifications 

Significant Energy Use 
and Associated 
Operation 
 

Operating Criteria 
Associated with 

Significant Energy Use 
 

Defined Operational 
Set Point 

Maintenance Criteria 
Associated with 

Significant Energy Use 

Required 
Maintenance 

Interval 

Who needs to be informed of 
operational and maintenance 

criteria? 

 
    

 

    
 

    
 

    
 

    
 

    
 

    
 

    
 

 



UNIDO EXPERT TRAINING 

Exercise 04: Procurement Considerations   

 

1. In your small group, review the Procurement Checklist. Think about the 
procurement policies at your own organization.  Determine the gaps in your 
procurement procedures and determine what additional steps are required to 
bring your procurement procedures into line with your EnMS. (20 minutes). 

 

2. Discussion with the larger group (10 minutes). 

Each of the groups will, 

 Appoint a spokesman, 
 Describe gaps in procurement procedures, 
 Describe actions needed to fill the gaps. 

 

 



04 Procurement Checklist 

Use this checklist to review your organization’s current purchasing process for products, equipment and 
energy services that can significantly impact energy performance.  Note any needed modifications to the 
existing system under Actions Needed. 

 Yes No Actions Needed 

1) Do personnel who affect purchasing consider the following?      

a) Significant energy uses and their related controls?    

b) Energy objectives, targets, and related action plans?    

c) Overall energy performance which you should know 
through your EnPIs? 

   

d) Sustaining the improvements of past energy projects?    

e) Maintenance of energy systems (e.g., compressed air, 
steam, etc.)?  

   

f) Life cycle costs?    

2) Has criteria for assessing energy use, consumption and 
efficiency over the lifetime of the product, equipment or service 
been established and implemented? 

   

3) Have the following been communicated to personnel who 
affect procurement? 

   

a) The outputs of energy planning such as the significant 
energy uses and related controls; energy objectives, 
targets, and related action plans; EnPIs) 

   

b) Operational controls to sustain the improvement results of 
past energy projects? 

   

c) Key maintenance items related to the organization’s energy 
systems (e.g., compressed air, steam, etc.)? 

   

3. Do specifications for items being purchased clearly identify any 
energy performance related requirements? 

   

4. Have energy performance related requirements been 
communicated to suppliers?  

   

5. Have suppliers been made aware that energy performance is 
part of the evaluation criteria? 

   

 



UNIDO EXPERT TRAINING 

Exercise 06: Develop Competencies 

 

1. In your small group, review the Competency Tool. Consider one of the SEUs 
that you have identified and the operational criteria required to operate the 
SEU in an efficient manner.  List those personnel who operate and maintain 
the SEU (don’t forget external contractors).  Use the 3 step process in the 
Competency Tool to identify the competencies required to operate the SEU.  
(20 minutes) 

 

2. Discussion with the larger group (10 minutes). 

Each of the groups will, 

 Appoint a spokesman, 
 Describe the SEU and the operational criteria, 
 Describe significant people that operate the SEU and competencies 

developed. 

 

 



Competency Tool (for exercise 06) 
 

STEP 1:  List Energy Task 
 
 
 
 
 
STEP 2  Energy Task  And Category  
  
  
  
  
  
STEP 3  Energy Task And Category Competency definition 
   
   
   
   
   
 
 
  



 

Competency Record  

Name:   

Position:         
  

Competence Category:  

Department:  

Competency Requirements  

Description  
Initial and Date When 
Completed  

  

  

  

 



ENMS TRAINING NEEDS PLANNING MATRIX 
 

Location: _________________________        
Date: ___________________ 
Completed by: ___________________________ 
 

WHAT TRAINING 
IS NEEDED? 

WHO NEEDS 
TRAINING? 

WHAT 
INFORMATION IS 
NEEDED? WHAT 

EnMS  DOCUMENTS 
(if any) ARE 
INVOLVED? 

WHO IS 
RESPONSIBLE FOR 
CONDUCTING THE 

TRAINING? 
(Position) 

HOW/WHERE 
WILL THE 

TRAINING BE 
DONE? 

WHEN WILL THE 
TRAINING BE 

DONE? 

WHAT WILL BE 
THE TRAINING 

RECORD ? 

General EnMS 
Awareness  
 

 All employees 
 New hires 
 On-site  

contractors 

 Energy Policy 
 Basic EnMS 

Awareness PPT 
Presentation 

 

 Energy 
Management 
Representative 

 Management 
meetings 

 Shift meetings 
 New Hire 

Orientation 
 Contractor 

Orientation 

 Annually 
 New Hire 

Orientation 
 Monthly  

Contractor 
Orientation 

 Signature 
sheets 

 Signature 
cards for 
contractors 

!POWER DOWN! 
Office Electrical 
Energy 
Conservation 
Program 

 All  Office 
Personnel 

 New office 
staff hires 

 !POWER 
DOWN! Tip 
Sheets and 
Checklist 

 HR Manager  Monthly staff 
meeting 

 Quarterly  !POWER 
DOWN! 
Training 
Certificates 

Departmental-
Specific EnMS and 
SEU Awareness* 
 
*based on current 
version of the SEU 
Control Chart = 
Boiler and Ovens 
   

BOILERS 
 Boiler 

operators 
 Maintenance 

personnel 
OVENS 
 Oven 

Operators 
 Maintenance 

Personnel 

 Impacts of their 
activities on 
energy 
consumption 

 Actual/potential 
energy 
consequences of 
not following 
procedures 

 Applicable 
operational 
controls 

 Maintenance 
Manager 

 Training 
meetings 

 

 Weekly as 
needed 

 Departmental 
training 
record 



WHAT TRAINING 
IS NEEDED? 

WHO NEEDS 
TRAINING? 

WHAT 
INFORMATION IS 
NEEDED? WHAT 

EnMS  DOCUMENTS 
(if any) ARE 
INVOLVED? 

WHO IS 
RESPONSIBLE FOR 
CONDUCTING THE 

TRAINING? 
(Position) 

HOW/WHERE 
WILL THE 

TRAINING BE 
DONE? 

WHEN WILL THE 
TRAINING BE 

DONE? 

WHAT WILL BE 
THE TRAINING 

RECORD ? 

Significant Energy 
Uses Awareness  

 Onsite 
contractors 

 Actual and 
potential 
impacts of their 
activities on 
energy 
consumption 

 Energy 
consequences of 
not following 
procedures 

 Relevant 
operational 
controls 

 Contractor 
Energy 
Awareness 
Brochure  

 Maintenance 
Manager 

 Departmental 
Managers 

  Contractor 
Energy 
Awareness 
Video & 
Briefing 
Session 

 

 Monthly 
Contractor 
Orientation  
and as 
needed 

 Signature 
cards 

ISO 50001 EnMS 
Lead Auditor 
Training 

 Energy 
Management 
Representative 

 Maintenance 
Supervisor 

 ISO 50001 
Standard 

 RABQSA- 
Accredited 
Training 
Provider 
(External) 

 Publicly 
Available ISO 
50001 Lead 
Auditor 
Training 
Course 

 Initial 
Training 
November 
201X, then 
as needed 

 Certificates of 
Course 
Completion & 
Competency 

ISO 50001 EnMS 
Internal Auditor 
Training 

 Internal 
Auditors 

 ISO 50001 
Standard 

 Internal Audit 
Procedures 

 Energy 
Management 
Representative 

 Classroom 
training 

 Quarterly  Training 
Certificates 

 



UNIDO EXPERT TRAINING 

Exercise 08: Communication Innovation 

A. Brainstorming Session (20 min) – split in random groups - Consider the EnMS 
and discuss the following communication needs: 

a. What energy related information is important and to whom should it be 
provided? 

b. What energy awareness topics should be communicated? 
c. What are some techniques for providing appropriate EnMS and 

awareness information?  (In addition to “standard” communication 
methods, think outside the box of unique ways for providing relevant 
EnMS information) 

d. What are some techniques for providing/receiving suggestions and 
comments? 

 

B. Reporting (20 min) - Select a spokesperson. Summarize the ideas from each of 
the four items from the brainstorming session above. Record the ideas on the 
flip chart. 

 

C. Apply to Company (40 min) - Reorganize teams by company. Review ideas 
recorded on the flip charts. 

a. Discuss the ideas and consider the information topics addressed and the 
communication systems currently utilized in your organization. What 
potential gaps exist in your information flow and what new or revised 
techniques may be appropriate for communication? 

b. Layout a few basic steps of what you will do for addressing internal and 
external communication when you return to your organization. 

c. Select a spokesperson for a brief report out of specific communication 
ideas you will address in your organization. 

 

 



UNIDO EXPERT TRAINING 

Exercise 10: Determine Documents and Records 

1. Review the Exercise 10 Worksheet.  Use this tool to identify and record the 
documents and records you generated during phase 1 implementation of the 
EnMS. 

 

2. Discuss in your group any methods or techniques you are using for controlling 
your energy data to ensure that it is identifiable, retrievable and kept for a 
specified period of time?  

 

3. Based on your discussions with your team members, list any “back at the 
office” actions you need to address to ensure both control of records and 
control of documents? 

 



Exercise 10: Worksheet for Documents and Records 
 
During your Phase 1 implementation efforts, what documents and records have you generated? 
  

 Documents Records 
Management 
responsibility 

 
 
 

 

Context of 
organisation 

  

Energy policy  
 
 

 

Energy planning  
 
 

 

 Risk and 
opportunities 
 

  

 Legal and other 
requirements 

 
 
 

 

 Energy review  
 
 

 

 Energy baseline  
 
 

 

 EnPIs  
 
 

 

 Energy objectives 
and targets 

 
 
 

 

 Action plans  
 
 

 

 
How are you controlling your energy data to ensure that it is identifiable, retrievable and 
kept for a specified period of time?  

 
 
 
 
 

Based on your discussions with your team members, are there any “back at the office” 
actions you need to address to ensure both control of records and control of documents?  



 
 
 
 
 



UNIDO EXPERT TRAINING 

 

Exercise 12: Review EnPIs 

1. In your groups, review your organization’s EnPIs and SEUs. (30 min) 
a. How are you measuring energy performance of SEUs? 
b. How are you measuring energy performance of the entire EnMS? 
c. Do you need additional data or metering? 
d. What are the limitations of your EnPIs? 
e. Do you need to modify them? 

 

2. Present your EnPIs to the international experts / instructors and get input from 
them on the adequacy and effectiveness of the EnPIs to measure energy 
performance. (30 min) 

 

 



 
     

Exercise 13: Energy Measurement Plan Worksheet 
 
Using the output from the planning worksheet complete the following worksheet to develop your Measurement Plan 

Key 
Characteristic/ 

SEU 

Who is 
responsible for 

the 
monitoring/ 

measurement? 

How will it 
be 

monitored/ 
measured? 

How often 
will it be 

monitored/ 
measured? 

What operational 
control/ 

maintenance/design 
procurement action 
or action plan is it 

linked to? 

What 
calibration 

is 
required? 

What 
data is 

collected? 

When is 
action 
due to 
significant 
deviation 
required? 

How does 
this 

demonstrate 
performance? 
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Exercise 14: Updating the EnMS 

 

1. In your group, review the items on the Checklist for Updating the System to 
determine what decisions on updating have been made. 

 

2. Complete the checklist by filling in the blanks (How often?  How?  Who?). 
 

3. What are your plans for completing items that have not been addressed? 

 



 

   

Exercise 14: Checklist for Updating the System 
 
UPDATING THE SYSTEM 
 What? How often? How? Who? 

  Context  
 

Context analysis 
stakeholders 

 

  Energy policy (as needed)  
 

Management review  

 Legal requirements 
(defined intervals) 

   

 Other energy requirements 
subscribed to (defined 
intervals) 

   

        Energy review (defined 
intervals) 

   

 ‒ Energy sources  
 

  

 ‒ Energy use and 
consumption (past and 
present) 

   

 ‒ SEUs  
 

  

 ‒ Opportunities  
 

  

 Energy baseline ‒ EnPIs no longer 
reflect energy use 
and consumption 

‒ Major changes to 
processes, 
operational 
patterns, energy 
systems 

‒ Pre-determined 
method 

  

 EnPIs   
 

  

 Review of methodology for 
determining and updating 
EnPIs  

   

 Objectives and targets  
 

Management review  

 Action plans (defined 
intervals) 

 
 

  

 Training needs  
 

  

 Awareness  
 

  

 Communication (internal)    



 

   

UPDATING THE SYSTEM 
 What? How often? How? Who? 

 
 Communication (external)  

 
  

 Documentation  
 

  

 Operational control  
 

  

 Design  
 

  

 Procurement  
 

  

 Monitoring, measurement 
and analysis (planned 
intervals) 

 
 

  

 Measurement needs 
(periodic review) 

   

 Evaluation of compliance 
(planned intervals) 

   

 Internal audit schedule ‒ Changes in status 
or importance 

  

 Necessary changes 
resulting from corrective 
and preventive actions 

   

 Record controls  
 

  

 Conduct management 
reviews (planned intervals) 

   

 Mgt review inputs  
 

  

 Mgt review outputs  
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