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|. INTRODUCTION

The Covenant of Mayors for Climate and Energy brings together local and regional authorities voluntarily

KWUUQ\ \ QVO™ \ W" QUXTMUMV\ QVO™\ PM™ 1] ZWXMI MrntheV@Wisty. [ ~ KT QUI \ M~ | VI
Signatory local authorities share a  vision of decarbonised and resilient cities, where citizens have access to

secure, sustainable and affordable energy . Signatories pledge to reduce CO , emissions by at least 40%

by 2030 and to increase their resilience to the impacts of climate change

-20% CO02 -40% CO2 emissions

emissions Adapting to climate change

Alleviating energy
poverty

2050 =)

To facilitate this process, the Covenant of Mayors provides signatories with a data compilation and
reporting framework which is unique in Europe . It assists them in follow ing a systemic climate and
energy planning and in monitoring processes at the local level.

The Covenant reporting and monitoring framework has been developed in close consultation with

practitioners from local and regional authorities , climate and energy experts and with the methodological

[ 1 XXWZ\ " WN"\VPM™ 1] ZWXMI V™ /] WUUQ[ [ QWV [ " 6WQV\ " >M[ MI ZKP™/ MV\ ZM~
allows for the further development and refinement of the framework to ensure it aligns with the p ractice

and methodologies most commonly  used by local authorities in Europe. Over the course of 2019, the

Covenant framework was aligned with the recommendations of the ~ Common Reporting Framework by the

Global Covenant of Mayors for Climate and Energy.

Covenant signatories are asked to use the Covenant of Mayors reporting platform MyCovenant ‘to
report and monitor the data of their ~ Sustainable Energy and Climate Action Plan SECAR(further referred
to as action plan) , via the so -called SECAP templatez. Reported data allows signatories to demonstrate  the
concrete impact of their actionsi n the field and their climate ambitio ns. It gives essential feedback on local
activities to national, European and international policy = -makers. The Covenant framework allows
signatories to collect and analyse data in a structured and systematic manner, and serves as a basis for

good climate and energy management and for tracking progress in implementation.

This document provides step -by-step guidelines to signatories on how to report information in the
various sections of the Covenant reporting platform - MyCovenant It has been developed by the Covenant
of Mayors Europe Office in collaboration with the JRC to assist signatories in understanding the Covenant
reporting fra mework and successfully completing the reporting process . The guide lines are complemented

with practical recommendations and useful resources.

! Accessible at https://mycovenant.eumayors.eu/site/landing
2 An offline version of the template in  an Excel format, to be used as an internal working document only, is available at
https://www.covenantofmayors.eu/support/library.html . The only official version of the template is available in MyCovenant
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. THE COVENANT OF MAYORSPROCESS

Local authorities joining the Covenant of Mayors for Climate and
Energy initiative commit to submit ting an action plan within two
years of the formal signing to the initiative (through a duly signed

adhesion form ). The action plan defines mitigation target(s) and

Evaluation &
feedback

adaptation goal(s) and is based on a Baseline Emission Inventory
(BEI) and a Risk & Vulnerability Assessment (RVA)  which provide
an analysis of the current situation  at a given moment . They serve

Offering citizens high quality
of life in sustainable,

climate-resilient
and vibrant cities

as a basis for defining a comprehensive  set of actions that local

authorities plan to u ndertake in order to reach the climate
Implementation, mitigation and ada ptation goals. Signatories also commit to

Monitoring & Reporting

report ing on progress on these actions every two years

Step -by-step reporting

The step-by-step reporting and monitoring process for all Covenant signatories is presented below :

1. Log in myCovenant

2. Complete My Strategy, My Inventories, My Actions

3. Upload action plan document(s)

4. Submit template

5. Monitor progress

The Reporting corner in MyCovenant navigates through
the main reporting components (red box). Each of the
Reporting corner components contains several reporting
and monitoring sections in the upper top part (green
box). You will be required to complete data in each of

these sections.

-

MyCovenantmust be completed in English only

All green -coloured fields are mandatory fields. If
not completed , an error message will appear at the
end of the respective section. All white -coloured
fields are optional fields.

J
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1. Log in myCovenant MyCovenantis accessible from the Covenant of Mayors website by

2. Complete My Strategy, My Inventories, My Actions clicking on the E button or via mycovenant.eumayors.eu
Tolog in, you need to use the email and password which you

3. Upload action plan document(s)

received during registration stage.

4. Submit template

5. Monitor progress

-

If you forgot/do not know your

username, contact the Helpdesk at
info@eumayors.eu

If you forgot/do not know your

password, you can reset it via the reset
password link in the sign -in window.

ny & European Climate Pact event 4 March

1. Log in myCovenant The sections My Strategy, My Inventories, My Actions are the
2. Complete My Strategy, My Inventories, My Actions core of the Covenant reporting and monitoring framework. The

table below provides an overview of these sections in ~ MyCovenant

3. Upload action plan document(s)

It also indicates the respective chapters in these guidelines which

4. Submit template
explain in detail how to complete the sections:

5. Monitor progress

Reporting ¢ orner Reporting and monitoring sections

1 MY STRATEGY Specify your targets and commitments, administrative
e MY STRATEGY structure, involved stakeholders, budget information, etc. > see Chapter V for
details
1 EMISSION INVENTORY : Specify all mitigation -related data (energy

consumption, electricity production, etc.) > see Chapter VI for details
@ MY INVENTORIES T RISKS AND VULNERABILITIES: Specify all adaptation -related data (climate
hazards, vulnerable sectors, adaptive capacity, etc.) > see Chapter VII for
details
1 MY ACTIONS OVERVIEW: Specify aggregated data for your mitigation and
adaptation actions > see Chapter VIII for details

@ MY ACTIONS 1 MY ACTIONS DETAILS: Specify details for each miti gation and/or adaptation
action, and/or energy poverty, including key actions > see Chapter VIII for
details
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(S T B To upload documents in  MyCovenant, (i) go to My Strategy inthe

2. Complete My Strategy, My Inventories, My Actions Reporting corner; (ii) click the My Action plan documents tab;
I VL™ QQQ " [ KZWTT"™ L W_ MSeé itmage elowy.] UMV [ ] XT
documents should be uploaded in  a pdf format , in the national

3. Upload action plan document(s)

4. Submit template

language , unless an English translation is available . The

5. Monitor progress

uploading of at least one action plan document (e.g. mitigation
action plan/adaptation action plan/integrated mitigation and adaptation action plan) is mandatory. This
plan(s) shall be duly approved by the municipal council or equivalent decision -making body. The upload
of additional documents i s optional.

Action plan

additiona O ﬂ g

document

v

1.Log in myCovenant Only once you have completed the respective reporting sections

2, Complats My Strategy, My Invantarias, My Actions of MyCovenant(Step 2) and uploaded the action plan document(s)

(Step 3), is it possible to submit your action plan to the Covenant

3. Upload action plan document(s)

of Mayors.

4. Submit template

5. Monitor progress

To submit your action plan, goto My Overview , and click the

m button.

MyCovenanthas an automatic integrated verification
system that identifies any errors (matching against value
ranges or predefined values), validate sthe data format (text,
number, date, hyper link, single or multiple choice), and
detects missing mandatory information. It has integrated
algorith ms which reduce the margin for human error, e.g.
when calculating the emission inventory. If errors are

detected, the system displays notification error messages — —
at the bottom of each respective table in ~ MyCovenant

8




(My Overview indicates wether all required sections in
MyCovenanthave been properly completed, using the
following legend:

© complete, © incomplete, ® not applicable

Note that you will only be able to submit your data
after correcting  all errors throughout the rep orting

and monitoring template. J

Feedback by JRC

In order to ensure that the submitted  action plans align with the Covenant principles , the JRC carries out an
assessment of the action plans submitted in  MyCovenant The analysis is guided by a set of eligibility

criteria  (see below). Unless these criteria are met, the action plan will not be accepted. In all cases JRC,
carries out an assessment of the plan and  provides a feedback report  with recommendations for
improvement of the action plan . The feedback report is shared with each signatory  through a certified e -

mail system within six months  of submission.

Eligibility criteria the minimum requirements

A The action plan must be approved by the Municipal Council or an equivalent body.
A The action plan must clearly specify the Covenant  mitigation target (i.e. at least 40%
CO2 emission reduction by 2030) and adaptation goal
A The action plan must be based on and include the results of a comprehensive Baseline
Emission Inventory  (BEI) and Climate Risk & Vulnerability Assessment (RVA).
A MyCovenant must be completed correctly and the data reported must be coherent and
complete.
A The BEI must cover the key sectors of activity  (at least three out of four key sectors ).
o For mitigation , the action plan must cover the key sectors of activity (Municipal
buildings, Tertiary buildings, Residential buildings and Transport) ( at least two
out of three selected key sectors ), including, at least 3 key actions .
A The RVA must identify the most relevant climate hazards and vulnerable sectors
o For adaptation , the action plan must include a set of action s, including, at least
3 key actions.

For more specific technical questions on the methodological requirements or questions related to th e JRC
feedback reports, contact:
1 JROMitigation team at JRCCOM-TECHNICALHELPDESK@ec.europa.eu

1 JRCAdaptation team at JRCCOM-ADAPT@ec.europa.eu
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Progress is monitored via submission of a  monitoring report

1. Log in myCovenant

every two years after the action plan  pubmission date. The aim
2. Complete My Strategy, My Inventories, My Actions

of monitoring isto  assess the progres s made towards the targets
setin the actionplan [ " [\ ZI \ MOa

3. Upload action plan document(s)

4. Submit template
Monitoring is an integral part of every planning cycle that allows

5. Monitor progress

corrective measures to be planed . As such, the monitoring report
in MyCovenantis not a separate section; i nstead, the monitoring reportis a set of additional fields in the
various template sections under Step 2. These fields are  specifically dedicated to monitoring and are
automatically generated by MyCovenant They only become available after the submission of the action
plan, at the monitoring stage.

The table below indicates the additional information/updates on monitoring for each section in
MyCovenant

Reporting corner Reporting and monitoring sections

1 MY STRATEGY Indicate progress towards the target, staff capacity allocated
@ MY STRATEGY for plan implementation, budget spent so far, describe the monitoring
process

1 EMISSION INVENTORY : Update energy consumption, production and

emissions factors submitting a Monitoring Emission Inventory (MEI)
MY INVENTORIES .
RISKS AND VULNERABILITIES: Update, as needed, all the previously

reported data; note that there are no additional fields for monitoring

@ MY ACTIONS MY ACTIONS OVERVIEW: Update progress of implementation
MY ACTIONS DETAILS: Update progress of implementation

== =4

Table 1 Frequency of reporting includes an indication of the minimum reporting requirement at the
different stages of the Covenant process.

Using My Overview , you can always go back to
previous versions of the template a nd see what
data has been reported in the past.

10




lll. FREQUENCY OF REPORMNG

Table 1 below includes the associated frequency of reporting for the different sections of MyCovenant.

Registration Action plan Monitoring
Within 2 years Within 4 years Within 6 years
My strategy o]
Action plan
o} 0 o

documents upload

Emission inventory 0 0
(BEI*) (MEI*)
Risk &
vulnerabilities 0
assessment
Mitigation actions 0

(min. 3 key actions)

Adaptation actions o] o] ) ,
(min. 3 key actions)

Energy poverty
actions (min. 1 key action)

Table 1 Frequency of reporting

Legend: Mandatory | o Optional
BEI = Baseline Emission Inventory; MEI = Monitoring Emission |  nventory

The action plan must be submitted within two years  following the adhesion date ,i.e. the date when the
Municipal Council (or equivalent decision -making body) formally decided to join the Covenant of Mayors. In
practical terms, this means that you needto complete the following sections of MyCovenant (i) My
strategy , (i) Emission inventory , (iii) Risks & vulnerabilities , (iv) My Actions and upload the officially

adopted action plan following the  frequency of reporting indicated  in Table 1.

ﬂovenant signatories (or Coordinators on

behalf of their associated signatories) can
request an extension where circumstances
W\ QLM \ PM™ TWKI T 1 ]\P
the submission of the action plan or

monitoring results by the official deadline.

To do so, they are invited to request an
extension ( delay) via MyCovenant (see

image) or to contact the Helpdesk at

info@eumayors.eu . /

11
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V. GUIDANCE MATERIALS

Below is a list of guidance materials developed by the Covenant of Mayors Office and the JRC to assist
signatories in designing and implementing their strategies and action plan s.

Title Description

Guidebook 'How to develop a Sustainable Energy
and Climate Action Plan (SECAP)":
Part 1: The SECAP process.step -by-step

The guidebook developed by the JRC offers
signatories a set of methodological principles,

) - N procedures and best practices to develop their
towards low -carbon and climate -resilient cities

by 2030

Part 2: Baseline Emission Inventory (BEI) and
Risk and Vulnerability Assessment (RVA)

Part 3: Policies, key actions, good practices for

action plans. Part 1 relates to the overall process
and strategy; Part 2 gives an insight into the

elaboration of municipal assessments (BEI and

RVA) and Part 3 describes technical issues,

- ) _ measures and policies that can be implemented
mitigation and ad aptation to climate change

and financing SECAP(s)

at the local level.

Quick reference guides: These documents offer practical guidance and

Joint Sustainable Energy & Climate Action Plan examples on topics such as monitoring an

action plan, the joint approach to develop ing an
Monitoring SECAP _implementation

action plan and the financing opportunities
Grouped SECAP analysis available for the implementation of  action plans.

The modules provide practical guidance,

= . \ath recommendations and examples related to the
-learning platform
(avail blg'p e ) preparation, implementation, monitoring and
available in ovenan

y financing of action plans, including both

mitigation and adaptation.

Urban Adaptation Support Tool (Urban _ -AST) This tool offers local authorities guidance on the

entire adaptation cycle, including assessing risks

0" ©
‘. and vulnerabilities. | tincludes references to
o W ~ ® Urban useful resources, such as reports, tools, case
Adaptation Support Tool ]
o @ Covenan of Mayors studies. Developed by the Covenant of Mayors

Office and the European Environment Agency.
The webinars d eveloped by the Covenant of
) Mayors Office address a variety of climate and
Webinars ) ) )
) ) ) . energy topics. The webinars feature practical
(available in the Library on the Covenant website) ; . )
experiences of signatories and present lessons
learned. A compilation of adaptation -focused

webinars is available here.

12
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V. MY STRATEGY

This section provides an overview of the mitigation

and adaptation strategy .

To accessthe My Strategy tab in MyCovenant, click My
strategy in the Reporting corner and select the My
strategy navigation tab .

Long -term vision (e.g. 2050 and beyond)

Specify the long -term vision (maximum 700 characters, including spaces) that will shape the climate and
sustainable energy future of your municipality. A vision include s information on milesto nes, priority
sectors, desired social/environmental/economic outcomes and pote ntial benefits or opportunities, among
others. The long -term vision should cover mitigation, adaptation and energy poverty and be co-developed
with the active engagement of a broader  group of stakeholders from across the municipality.

Target(s) and commitment(s)

Mitigation target(s)

The first fields refer to your overall mitigation target(s), which is expressed as a percentage of GHG/CO,
emissions reduction . Your target should be a minimum 40% reduction by 2030 . You must indicate the
baseline year against which the target(s) is defined . If your action plan includes more than one target, it is
highly recommended to kee  p the same base line year for all targets

The commitment taken within the Covenant
framework is linked to EU targets: CO ,
emissions reduction of at least 40% by 2030 .
Your CO, reduction target cannot be lower.

The target can be set as an absolute reduction (percentage of quantity of CO , emissions in the baseline
year) or as a per capita reduction . In the latter case, the emissions of the baseline year are divided by the
number of inhabitants in the same year, and the percentage emission reduction t arget is calculated on that
basis. The per capita approach is generally opted  for to facilitate progress tracking when  the population is
expected to change significantly. Select the option  that best corresponds to your context . Should you opt

for the per c apita reduction target, indicate the  population projections for the respective time
horizon(s) .




In case you have a longer -term target ,i.e. beyond 2030, you can specify this reduction target as well,
including the base line year and the time ho rizon to which the target relates . If you have only defined a
longer -term target in your action plan, you are required to extrapolate your 2030 target and include it as

part of your action plan.

The image below shows an example of the completed mitigation goals table.

€02 target “ Target year Reduction type Population estimates in target year

2020 100000
40 % 2030 2005 = Absolute = 100000
20 % 2050 v 2005 v Absolute v 112000

Adaptation goal(s)

The second field refers to your adaptation goal(s).  Describe the adaptation goal(s) in qualitative/

descriptive terms and/or in quantitative terms. One goal is mandatory and additional adaptati  on goals are
optional. For each/a Il goal(s), specify the unit (as applicable), target and base line years and progress
achieved to date (e.g.on track, ongoing, achieved, adjusted, etc. and explain, as needed).

The image below shows an example of the completed adaptation goals table.

“ e
Contain water withdrawal from groundwater (<45 Min)

2025 ~ 2012 ~ n
Ensure a minimum flow of Reno river (>1,87) ongoing

m3/s 2025 ~ 2012~

i VKM KWUXTM\ ML "b#®tom QK S~ \ PM™ 21 "M

Administrative structure

Choose the relevant ty pe of administrative structure  from the following:

1  Mono -sectoral : (officer (s) of) one sectoral department assigned " within the municipal
administration
Multi -sectoral : several different departments assigned* within the municipal administration
1 Multi -level : several departments assigned " at different level(s) of governance (e.g.

provincial/regional)
*Assigned: formally appointed to develop the plan and follow up on its i mplementation

S5VKT] LM 1 Va~LM\ I QT[~QV~ \PM~ / WUUMV\[ ~Jw -~

The image below shows an example of the completed - LUQVQ[ \ ZI1 \ @b~ [ \ Z] K\ ] ZM

Type of administrative structures _
O

Mono-sectoral - (one officer of) one sectoral department assigned within the municipal administration
Multi-sectoral - several departements assigned within the municipal administration

Multi-level - several departments assigned at different level(s) of (e.g. inci; g

Comments v (click the arrow to expand or collapse)

i VKM" KWUXTM\ ML " KTQKS"\PM™ 21 "M " J]\\ WV
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Staff capacity allocated

Specify the type of staff who have been allocated for the preparation of your action plan, both  for
mitigation and adaptation. The optional fields refer to the number of full -time equivalent (FTE) jobs ,

which are defined as total hours worked divided by average annual hours worked in full -time jobs. An FTE
of 1.0 means that one person is equivalent to a full -time staff member , while an FTE of 0.5means that the
staff member works part -time.

5VKT] LM I Va"LM\ I QT[ " QV" "\ PM™ [ WUUMV\N[ ~JwW 7~

The image below shows an example of acompleted ?\ | NN~ K| XI| Ktgblea™ | TTWKI \ ML

Plan preparation Plan implementation
D (1 ed) Full (1 ed) Full
N 3 Estimated) Full-time S = Estimated) Full-time
Mitigation Adaptation equi t job(s) Mitigation Adaptation equivalent job(s)
Local authority 0.6 1
Other level(s) of (e.g. i or
Ty O m| m| m|
External consultant 0.4 0.5

Other

Total 1.00 1.50

Comments ~ (click the arrow to expand or collapse)

@P M~ <TI V™ QU Xpamdi theviable \ wilWiMy become visible during the monitoring stage . You can
specify the staff foreseen during the implementation of your action plan.

Once completed, click the ? | DHutdon.

Stakeholders engagement

Specify the type of stakeholders engaged in the development of the plan. O ptionally, further define the
type of stakeholders (for local authority ~staff, use the free -text box) , their engagement level, engagement
met hod(s) and engagement purpose.

S5VKT] LM 1 Va~LM\ I QT[“QV \ PM~ / WUUMV\[ ~JwW ~

With respect to the engagement method, the following options are possible:

1 Survey : Method used to collect data from a pre -defined group of respondents to gain information
and insi ghts on various topics of interest. A survey involves asking people for information through
a questionnaire .

1 Workshop : A period of discussion or practical work on a particular subject in which a group of
people share their knowledge or experience.

1 Focus group: Method consisting of interviews in which a small, but demographically diverse
group of people, is asked about their perceptions, opinions, beliefs, and attitudes towards an idea,
or solution. Questions are asked in an interactive setting where participants are free to talk with
other group members.

1 Citizen jury: Form of deliberative mini -public whe re a small group of citizens are randomly
selected to deliberate on a given policy issue and provide recommendations to the organizing

entity.

The image below shows an example of the completed ?\ | SMPWTL MZ[ “tabl¥. Ol OMUMV \




Local autherity’s staff
External stakeholders at local level
Stakeholders at other levels of governance

Comments + (click the arrow to expand or collapse)

Once completed, click the 21

This section is dedicated to the budget
action plan. It is split in to the budget foreseen for carrying out mitigation and adaptation actions. Specify

the overall budge t foreseen for
budget allocated to mitigation and

Climate and energy department

[] Academia

[] Business & private sector
[] Trade-unions

[ citizens

NGO & civil society

[] Education sector

[ Other (specify)

[] National government and/or agency(ies)

Sub-national government(s) and/or
[ gencyfies)
[[] Other (specify)

Huitdon.

plan implementation
adaptation actions

only become visible during the monitoring stage. Then

budget refers. Further, select the type of applicable

overall budget.

5VKT] LM 1 Va~LM\ I QT[~QV~\ PM"~

The image below shows an example of the completed

‘Overall budget foreseen for plan implementation Budget spent so far

Total (€) Mitigation (%)
5224281263 Adaptation (%)
Budgetperiod | 2008 ~ | 2020 - 15

Lecal autherity’s own resources
External
- Public
- Private

Not allocated to any sources

Comments ~ (click the arrow to expand or collapse)

i VKMT KWUXTM\ ML " KTQKS™\ PM~

Monitoring process

Describe in the free -text field how you are planning to monitor the implementation of your action plan, e.g.
VKM™ KWUXTM\ ML

number of revisions foreseen, corresponding timeframe, etc.

60

40

year

High

High

Moderate

- @P M~
, specify the time period

/ WUUMV\ [

21 MM

financing sources

Total (£)

[ Survey

[] Workshop

[] Focus group
[] citizen jury

[] Other (specify)

Monthly staff meetings

[] Survey

[] workshop

[] Focus group
[ citizen jury

[ Other (specify)

[ survey

[] Workshop

[] Focus group
[] citizen jury

[ Other (specify)

. ] L Gaidé.

Mitigation (%)

Adaptation (%)

“J]\V\ Wy

~JwW

[] Information

[Z] Consultation
[] Advice

[] Co-production
Co-decision

[] implementation

[=] Information
Consuhation
[] Advice
Co-production
[] Co-decision

[] implementation

[] information

[] Consukation
[] Advice
Co-production
[] co-decision

[] Implementation

overview for the implementation of the actions outlined in your

(mandatory) , in Euro, and the percentage of this

. ] L OM\ part ofthBvtable [will” N1 Z
to which the indicated

and their percentage share of the

“KTQKS~\ PM~

21




VI. EMISSION INVENTORY

Developing a Baseline Emission Inventory (BEI) is the starting point for the development of the
mitigation part of your action plan . In this section you will be able to complete the BEl and  the Monitoring
Emission Inventory (MEI)  to track progress.

In MyCovenantselect My inventories in the Reporting corner, the select the Emission inventory
navigation tab .

e B

Reporting template Commitments ‘Submission Mystrategy | My inventories. Myactions | Status

plomerateet i S @) omdeawisen o Conplie P —

This section is divided into three main parts:

@ Final energy consumption in which you should report  the final energy consumption data by
sector and energy carrier;

@ Energy supply  in which you should report data related to municipal green electricity purchases
and local energy production;

® CO,emissions in which you should report the emission factors applied. The CO  , emissions per
sector and energy carrier are automatically calculated.

This section of the reporting template  must be
completed within two years of joining the
Covenant of Mayors.
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