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The Guide to Reducing Telecomm Costs 
 
• Reducing telecomm costs is becoming harder as voice and data transmission 

rates approach zero.  We have all shared in the saving of hundreds of billions 
of dollars over the past 25 years since the break up of AT&T and the advent 
of competition in the local telephone calling world. 

• The New York telecomm world is still competitive with several companies 
having survived years of battles with Verizon. 

• If you are still a Verizon customer, the easiest way to save money is to switch 
to another carrier.  The second easiest way is call Verizon, threaten to switch, 
and ask for a consultation about your usage, features, and rates. 

• A serious review of your telecomm should always include your CSR 
(Customer Service Record).  It is almost indecipherable, but you can learn 
about all the lines, services, and calling for which you are being charged.  

• Costs are continuing to trend downwards, so do not sign a contract with a 
carrier for over twelve months to lock-in lower costs 

• For larger agencies, an audit of past telephone bills used to be a nice one-off 
way to get a refund, but telecomm companies have generally limited any 
refunds to six months of incorrect billings. 

• It is reasonable to bid out your telecomm services every two years.  It is 
reasonable to ask telecomm companies to submit price and service 
proposals. 

• Make sure that you ask any proposing telecomm carrier if any of their 
recommendations would require changes to your current telephone system  

• One of simplest ways to cut costs to reduce the number of telephone lines 
you use.  A POTS line costs about $400 year. 
o Many times, organizations modernize their telephone systems and forget 

to terminate some of the lines that fed the old system. 
o If you are not receiving complaints that callers are receiving busy signals 

and if your staff are able to make outgoing calls without having to wait for 
an open line, you may want to consider cutting the number of lines 
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• Unlimited calling plans were a great way to reduce costs five years ago.  

However, as the per minute costs have decreased and as many 
organizations are making fewer calls, these calling plans may be not be 
saving money on some lines.  If your monthly bills do not provide you with the 
necessary call-detail information, you should ask your carrier to get it for you. 

• To maximize the cost saving potential of unlimited calling plans, you should 
make sure that your telephone equipment is programmed to funnel outgoing 
calls to the “last lines” of your hunt group to maximize the cost savings 
potential of unlimited calling on just those lines.  

• Many calling plans have a bundle of calling features that you may not be 
using.  You should ask carriers if eliminating some of these features would 
reduce your costs monthly recurring costs. 

• If you have at least 15 phone lines, modest data requirements, and a non- 
ancient telephone system, you may be able to save money by combining 
your voice and data on a PRI T-1 that is flexible in the amount of voice and 
data communications that it carries on a moment-by-moment basis 

• If you have a voice T-1 and a receptionist, you may want to consider DID 
numbers (direct inward dialing) for certain staff and reduce the workload on 
the receptionist 

• In Westchester, T-1 costs vary greatly from location to location due to 
distances from data hubs and lower customer densities. 

• For larger agencies with remote locations, Voice Over IP may be a cost-
saving solution within a VPN.  Potential lower call quality will not be such a 
problem as it would be for calls outside of the agency. 

• Voice Over IP can be a way to save money, but unless you are calling 
someone on the same carrier, it is not free.  Remember, Voice Over IP is still 
relatively new and not as standardized as are calls among traditional carriers. 

• Cable providers are increasingly providing voice and Internet access at 
bundled rates.  This may be an option for smaller agencies, but Internet 
access speeds are generally NOT guaranteed.  This is more important for 
offices located in residential areas and those that need more bandwidth for 
sending certain data or graphics. 

• Some carriers offer phone plans that provide non-profits with monthly 
donations.  These are reputable plans, but make sure to do the math to 
determine your real cost 

 
 



















Here’s 10 top ways to get optimal online donation services: 
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A Tenant’s Guide to Lease Renewals & Relocations 
 

 Overview 
 

• Since brokerage commissions are included in the rental rate that you pay, it is wise for Tenants to 
engage their own real estate agent who will be representing their best interests 

 
• When you call the real estate agent whose sign is on the building, you are dealing with the building 

owner’s agent – and this person has a fiduciary responsibility to represent the building owner’s best 
interests.   

 
• Landlords generally make more profit on a lease renewal than on a new deal, and new Tenants are 

generally offered more incentives and more favorable lease terms than existing Tenants. 
 

• When Tenants renew their lease directly with the Landlord, they very often leave significant money on 
the table and fail to negotiate for important terms and concessions that they would be more likely to 
receive if they were properly represented by their own Agent.  That’s why savvy Tenants choose to 
engage their own real estate agent when renewing or renegotiating their lease – they know that their 
agent’s presence will create a much higher level of negotiating leverage. 

 
• We are in a wonderful market to take advantage of early lease renewals and lease renegotiations, and 

some Landlords are receptive to having these discussions well before a Tenant’s lease is up. 
 

 
 Lease Renewal & Relocation Strategies 
 

• When looking at space, find out the Usable and Rentable Square Feet.  The difference is referred to as 
the “loss factor”.  Most buildings in this area average an 18-22% loss factor.  When space planning, 
account for the loss factor in determining the range of rentable square feet that you will need.  Most real 
estate agents and/or architects can help with this process. 

 
• Find out what’s included in the rental rate.  Most office leases are full service gross which means they 

include both a base rent per square foot charge and an electric per square foot charge and most other cost 
items are included in the rental rate.  Find out if operating expenses, real estate taxes, heat/ac and 
cleaning are included in the rent. 
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• Most office leases have escalation clauses that “pass through” increases in operating expenses and real 

estate taxes to the Tenant’s after the first lease year (also referred to as the “Base Year”).  When 
renewing your lease, ask the Landlord to update your Base Year so that you are not paying additional 
rent on top of the new base rent for the first year of the new lease.  When relocating, make sure the 
“Base Year” is the year in which you take occupancy or begin paying rent.  You want to be certain that 
you are not responsible for paying increases to operating expenses or real estate taxes until after the first 
lease year. 

 
• Make sure that you have the right to sublet or assign your lease (usually with the Landlord’s consent 

which should not be unreasonably withheld.)  The sublet clause should allow for you to rent out 
individual offices or work space without the Landlord being able to recapture that portion of the space or 
without being able to take a portion of the rental proceeds for that portion of the space. 

 
• Most leases allow for the Landlord to relocate the Tenant during the lease term in order to rent their 

space (in most cases) to a larger Tenant requiring the space.  Should this clause be in your lease, make 
sure that the Landlord will relocate you (at their expense) to comparable space (you may want to define 
what that is) in the building with ample notice (for smaller Tenants this can be 3-6 months, for larger 
Tenants this can be closer to 12 months.)  Make sure that the Landlord will not increase your rent or 
additional rent if you are relocated to larger space and make sure that your rent and additional rent will 
be proportionately decreased if you are relocated to smaller space, and try to make sure that the space 
can not be more than 10% smaller in size. 

 
• Most Tenants have a security deposit in the form of cash or a letter of credit with the Landlord.  When 

renewing your lease, perhaps there is an opportunity to have a portion of the security deposit refunded.  
Ask the Landlord to put the security deposit in an interest bearing account.  (Though they are not 
obligated to do so and may take out an administrative fee.) 

 
• Most leases have a “hold over” clause which can significantly penalize a Tenant for remaining in their 

space after the expiration of their lease.  Be sure to examine this clause to see what the potential 
penalties could be. 

 
• Most leases have a “restoration clause” which requires the Tenant to restore the premises to the 

condition it was in prior to the Tenant taking occupancy.  This could result in a tremendous “exit cost” 
to the Tenant upon the expiration of their lease.  Examine this clause carefully and see if it applies to 
your lease and what the potential ramifications could be. 

 
• If the Landlord is performing the work or Tenant fit out, make sure that the scope of work is clearly 

defined in the lease.  If you are negotiating for the Landlord to perform a significant amount of Tenant 
Improvements, you may wish to also bid out the work to your own contractor as their construction costs 
may be less and negotiate for a work allowance from the Landlord instead.  Consult with your real estate 
agent on the best course of action to take. 

 
 
* Rakow Commercial Realty Group, Inc. has been representing Tenants for over 25 years.  Please call us 
today for a free Lease Review or a Market Overview, 914-422-0100 ext. 13 
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A Quick Guide to Cutting Costs while  
Ensuring Technology Performance 

 
Technology Basics  
The first step in discovering ways to cut costs while getting the most or more out of technology 
is to understand the function of equipment and software. Develop a basic familiarity with your 
network (computers, servers, firewalls, antivirus, switches, e-mail solutions, etc.), website(s), 
database or whichever kind of technology whose associated costs you are seeking to reduce. 
This will help you understand how to maintain or increase functional efficiency and discover 
where it is possible to reduce costs. For example, it may be possible to maximize a server to 
control your network, run the organization’s e-mail and hold a database, depending on how the 
equipment is configured and how much capacity it has. 
 
Logistics Surrounding Your Technology  
Before engaging in a cost-saving initiative, it is important to develop a clear picture of the terms 
of service connected to IT, internet services (ISP), bandwidth, web development, website 
hosting, telephone and current associated costs. Here are some tips:  

• When choosing any services provider; make sure all of the bids include costing for the 
exact same services. 

• Examine the agreements for all services, including expiration dates, exit clauses (most 
are 60-90 days), costing associated with cancelling services, if any, and services you are 
receiving for the money, on paper and in practical application. 

• Determine your billing cycles for services associated with technology, terms of payment 
(net 0 or net 30) and additional costs such as travel time. Always ask about unseen fees. 

• Develop a comprehensive timeline which lists when services expire, when upgrades will 
be implemented and when equipment will require replacing. Technology planning is 
the single most effective method of cutting costs in the long and short term 
because it will help you avoid panic spending. 

  
Know Your Options  
There is always a multiplicity of options for every technology solution, some more expensive 
and less functional, some less expensive and more functional. Some examples of alternate 
choices are:  

• Google Apps instead of an Exchange Server – no 
maintenance costs, same functionality 

• Competing bandwidth providers - dependent on 
locale, they will compete for your business 

• Microsoft SharePoint instead of VPN to access and 
collaborate on files remotely - file sharing anywhere 
in the world, customized to look and feel like an internal application 

• Website hosted on an open source content management system like instead of a 
custom-built server – ability to maintain web content internally with no equipment 
maintenance and reduced risk to website code. 

People 
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The bad news of cost-cutting initiatives usually includes having to make tough decisions about 
staffing. Considering the human element, it may be possible to reduce hours of current staff and 
outsource technology projects, rather than cutting staff entirely. A full analysis of hours spent on 
tasks and net results of internal technology services to determine return on investment should 
be conducted. Internal staff can also liaise with outside service providers as project managers. 
 
On-boarding Stakeholders  
Lay leaders and funders can usually serve as a rich resource for making decisions about 
technology. Recruiting a committee of tech-savvy board members to take part in the decision-
making process can be an effective way to cut costs, ensure the correct technical decisions are 
made in the process and build board consensus for the measures. 
 
Spending to Save  
Projects like upgrading phone systems, purchasing faster computers or upgrading software 
should be embarked upon taking into account the extent to which the end result will save money 
and maximize individual worker’s and the organization’s productivity. A poorly constructed 
database, for example, may require a smaller outlay of funds, but actually cost more in 
troubleshooting in the long run and result in nominal cost savings, or even a loss. Determine the 
net financial and operational gain at the end of the project as conclusively as possible. When 
choosing a vendor to provide technology services, make sure you have a chance to check 
references, participate in trials (software, web-based applications) and ask detailed questions 
about the solution, itself. Making decisions solely on the basis of costs associated with 
technology is strongly discouraged and will invariably result in higher costs to fix problems later. 
 
Budgeting   
Technology budgeting should include at least a 5% margin of error in case emergency spending 
is required. Since technology was created by humans it is imperfect. A non-functional phone 
system or Exchange Server crash can halt your organization. Sufficed to say, replacing 
technology necessary for typical daily workflow when required should not become an 
emergency. 
 
Targets  
When considering areas of technology and associated services to target for cost-cutting, it is 
crucial to keep in mind that leveraging technology efficiently can increase the organization’s 
efficacy on the population(s) you serve, enhance programming and enable your organization to 
grow in scope and, ultimately, in budget. Cut costs with care. 
 
Resources  
SharePoint: http://www.sharepointsite.com 
 
Google Apps: http://www.google.com/apps/  
 
Microsoft: https://mocp.microsoftonline.com  
 
Tech Soup: www.techsoup.org  
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      Energy Audits- Are They Really Worth It?? 
 
 
 
 
Current Energy Production Impacts 
 
Burning of fossil fuels impacts global warming, adversely affects air quality, 
and for New York, limits economic growth. Affecting all of us, higher utility 
costs makes us less competitive, hampers growth and even lowers property 
values. 
 
Siting new power plants is costly and takes a very long time.  With consumer 
demand increasing an average of 3% per year and alternative energy still 
costly, what can we do to address the problem??? 
 
It’s Energy Efficiency! And Here’s Why: 
 
First off, we need to dispel the old theory that the only way to save energy is 
to turn off the lights and lower our thermostats in winter.  New technologies 
have made products (e.g. lighting and appliances) better and use less energy. 
Energy efficiency saves businesses and consumers millions of dollars in 
energy costs, helps protect the environment, and reduces the need for 
additional capacity. 
 
Energy efficient solutions can reduce your energy bills by 20%-30% or 
more! 
 
So Why Have an Energy Audit? 
 
An energy audit identifies capital equipment inefficiency and/or need for 
replacement.  It ensures proper billing from your utility provider.  An audit is 
often needed to obtain tax incentives, rebates or incentives.  Most importantly, 
it provides data to make informed decisions. 
 
An energy audit provides a better understanding of current energy usage, 
identifies improvements, and provides costs and payback data in order to 
make better decisions. 
 
An audit often provides a quick analysis to help evaluate alternative energy 
projects such as: solar PV or hot water, cogeneration, geothermal, etc. 

The Daylight 
Savings Company 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
25 Main Street 
Goshen, New York 10924 
 
 
 
 
phone: 845.291.1275 x302 
fax: 845.291.1276 
toll-free: 800.337.2192 
www.daylightsavings.us 
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The Audit Report 
 
The audit report provides a complete inventory of facility equipment and a 
historical analysis of energy usage and costs. 
 
It identifies energy cost reduction opportunities, called ECROs, and will 
include: anticipated energy savings; implementation costs and maintenance 
considerations; government and other potential incentives; and a financial 
analysis (e.g. payback, life cycle costs, NPV.) 
 
The cost of an energy audit may be funded by local, state or federal programs.  
In New York, audits are funded by NYSERDA. 
 
NYSERDA 
 
The New York State Energy Research and Development Authority 
(NYSERDA) provides incentives, funding and rebates for energy efficiency 
and alternative energy projects, including energy audits. 
 
Information on NYSERDA’s many programs can be found on: 
 www. nyserda.org 
 
NYSERDA Energy Audit Program 
 
The audit program is available to commercial, industrial, state and local 
governments, schools, and non-profits that use less than $75,000 per year in 
electricity. 
 
The refundable audit fee is $100- $400. 
 
Energy Audits Are Not All Equal 
 
There are many types of energy audits, however, the quality and depth of 
analysis varies considerably.  There are home energy audits, utility 
assessments, vendor “free audits”, walk thru audits, ASHRAE Level 1 and 2 
audits, and finally, investment grade audits. 
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Sample Energy Audit Results 
 
 
                Electricity End Use 

Motors
7.5%

Miscellaneous
9.5%

Sauna
1.2%

Office Equipment
2.5%

Steam Bath 5 PSI
2.7%

Lighting
14.7%

Heating Equipment
21.6%

Refrigeration
0.8%

Ventilation
18.8%

Exterior Lighting
0.6%

Cooling Equipment
19.9%

 
 
 
Energy Cost Reduction Opportunities (ECRO’s) 
 
 

Description Cost Annual Savings Payback (years) % of Annual 
Energy Cost 

Upgrade the Lighting $8,546  $3,904  2.2 1.9% 

Install Lighting Controls $6,635  $944 7.0 .2% 

Improve the Building Envelope $125,975  $8,702  14.5 4.3% 

Upgrade the HVAC $136,000  $14,442  9.8 6.9% 

Improve the Motors  $3,393  $1,748  1.9 0.9% 

Improve Temperature Control $10,000  $4,951  6.1 2.5% 

Other Measures (Combined Heat & 
Power) $220,000 $32,000 6.9 15.8% 

Other Measures (Duct Leakage) 900 $95 9.5 >.1% 

Other Measures (Low-Flow Shower 
heads) $5,500 $5,600 1.0 .03% 

Totals $516,949  $72,386  7.1 32.8% 
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Benchmarking Results and Impact to Carbon Footprint 

 
Performance Metrics Current Projected Net Change 

Energy Intensity       
Site (kBtu/ft2) 207 148 59 

Source (kBtu/ft2) 372 205 167 
Energy Cost       

$/year 201,989 $136,401 $65,588 
10 Year Cost ($)   (*) $2,540,596 $1,715,637 $824,959 

$/ft2/year $5.77 $3.90 $1.87 
Greenhouse Gas 

Emissions       

MtCO2e/year 517 318 199 
kgCO2e/ft2/year 15 9 6 

 
 
 

CO2 automobile equivalent*: 36 
CO2 tree equivalent*: 13,267 

 
 
 
*By implementing the recommended energy-saving measures in this report, the 
CO2 reduction would be roughly equivalent to removing 36 automobiles from the 
highway! Since trees consume about 30 lb. of CO2 in one year, your project would 
be roughly equivalent to planting 13,267 trees!!! 

 
 
 
After the Audit 
 
If needed, obtain qualified implementation assistance.  Investigate any and all 
potential incentives and rebates from: NYSERDA, utilities, government, 
financing assistance and grants. 
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So Are Energy Audits Worth It? 
 
 
The short answer is ………………………….……..YES! 
 
Just be careful who you choose to perform the study.  Some utilities will offer 
“free audits”; however, these are typically lighting replacement surveys.  
Vendors will often do “free energy audits, but again they will be trying to sell 
or promote their product. 
 
With the frenzy over energy efficiency there is an inrush of inexperienced 
“energy auditors. 
 
Energy Efficiency Is: 
 

 Cleaner, faster, cheaper than other options 
 There are simple steps you can take 
 Energy audits provide the technical expertise and data 
 NYSERDA funded audit program & incentives 
 Save Energy, Save Money, Save the Environment 

 
The Daylight Savings Company 
 
The Daylight Savings Company, founded in 1991, is an energy efficiency engineering 
company that has completed over 5000 projects in commercial, manufacturing, 
multifamily, hospital, educational, hospitality, industrial and multi-use facilities 
covering more than 300 million square feet. We are also an approved Flexible 
Technical Assistance  (FlexTech) Contractor, a “Partner” in the new Multifamily 
Performance Program (MPP) and the exclusive energy auditor for the Bronx, 
Westchester, Orange and Rockland counties for the New York State Energy and 
Development Authority (NYSERDA).  Daylight Savings is also the exclusive energy 
auditor for the Long Island Power Authority (LIPA). 
 
Our auditors have years of experience auditing various types of facilities and are 
Certified Energy Managers and /or PEs. 
 
In addition, Daylight Savings assists customers with implementing energy saving 
measures from design, bid, construction management, verification and obtaining 
state and other incentives. 
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Your Guide to Reducing Utilities Costs 
 
There are two ways to reduce utility costs.  Way number one is to use less 
energy.  Way number two is pay less for the energy that you do use.  This 
assumes that you are paying for utilities directly and not through a lease “pass-
through” arrangement. 
 
The key to paying less for your natural gas and electricity is to take advantage of 
the “decoupling” of utility “supply” from utility “distribution.”  Since the late 1990’s, 
the State of New York has been a leader in allowing utility customers to buy their 
electricity and/or gas from “ESCO’s” (energy supply companies).  Individuals, 
non-profits, and businesses are all eligible to select the ESCO option. 
 
All ESCO’s are approved by the NYS Public Service Commission and the local 
utilities.  There is NOT a fee for switching from your incumbent utility to an 
ESCO, nor is there a fee for switching back to your incumbent utility.  The State 
mandates that your utility take you back as a customer at the then current rates. 
 
A customer can generally save up to 10% on the supply portion of its gas and 
electricity by switching to an ESCO and staying with month-to-month, “variable 
rate” or fixed-price pricing.  Depending on distribution costs which will not 
change, a customer can save from 4% - 5% on the total bill.  Savings on some 
taxes and fees can increase the savings another 4% - 5%. 
 
SHOP AROUND.  Most ESCO’s will regularly save customers money, but their 
sources of supply are NOT the same and their prices are NOT same. 
 
Bigger savings are available if a customer takes a bigger risk and signs a fixed-
rate contract with an ESCO for from 6 to 60 months.  The price in a fixed-rate 
contract would usually be higher than the latest variable rate that a customer is 
paying.  Many times, however, the fixed-rate price is lower than the average of 
the customer’s costs over the previous 12 months.  Today, some fixed rate prices 
are lower than the estimates for future variable-rate prices. 
 
There are two primary benefits of a fixed-rate contract: 
• Unit Price Certainty.  The customer is protected from major increases in utility 

supply costs for the term of the contract 
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• The customer’s monthly utility bills will vary less than with variable-rate pricing 

since supply costs tend to increase in the months that everyone is using more 
electricity and/or gas.  The only variance is consumption and the customer 
can predict future costs based upon average previous consumption on a 
month to month basis. 

 
Generally, the longer the term of the contract, the higher the price of energy, 
because the supplier of energy has to purchase futures contracts for both the 
amount and price of energy 
 
The risk of a fixed-rate contract is if the market gets soft and prices drop, the 
customer will be locked into the contract. However, some ESCOs will offer a 
“Blend and Extend” program near the end of your contract by averaging the unit 
cost of the remaining months in your contract with the then current fixed rates to 
reduce your risk. 
 
When thinking about switching to an ESCO, customers are NOT required to: 
• Switch both their electricity and gas at the same time 
• Switch both their electricity to the same ESCO.  Many ESCO’s only supply 

one type of energy 
• Enter into the same type of pricing or term of contract for electricity and gas. 
 
When entering into any contract, be sure to understand: 
• Pricing philosophy and strategy of the ESCO 
• Any provisions that would allow the ESCO to change the price of energy 
• The provisions for any price changes if your energy usage increases or 

decreases beyond the “volume parameters” in the contract 
• The termination provisions in case you decide to move locations or have to 

cease or significantly reduce operations. 
 
When selecting an ESCO, I suggest that: 
• You select only those that will bill you through your incumbent utility  It 

reduces the cost of an additional check and eliminates the headaches of 
dealing with turn-off notices when your check to the ESCO is late or when the 
ESCO is slow in paying your incumbent utility 

• Consider working with an agent who has relationships with a variety of 
ESCOs in order to match your needs to the proper source (agents are paid by 
ESCOs so there is no added cost to the customer). 
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Notes for the “green energy” customers: 
• “Green energy” is more expensive than energy generated by oil, coal, and 

gas. 
• Make sure that you understand the source(s) of any utility’s or ESCO’s “green 

energy.” 
• An alternative to buying “green energy” directly is to buy Renewable Energy 

Certificates (REC’s) that are offsets for the regular energy that you would 
buy.  The money you pay for REC’s is funneled through an EPA-program to 
the producers and buyers of “green energy” is areas where is readily 
available. 
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