
Date

NAME OF TOWN ADMINISTRATOR OR TOWN MANAGER

EMAIL 
NUMBER
RE: Baseline Energy Assessment

To All (NAME OF TOWN) Municipal Employees,
As you know, NAME OF TOWN is embarking on a pioneering project to cut energy use/greenhouse gas emissions in our operations. This initiative depends on the coordinated efforts of municipal staff members along with elected and appointed officials to take stock of current practices leading to our energy usage. NAME OF TOWN will benefit from a free municipal inventory of energy usage that will help guide us in order to reduce our overall energy usage to save taxpayer money, reduce our dependency on imported fossil fuels, and reduce greenhouse gas emissions. The municipal inventory will include preliminary recommendations on how to accomplish this. 
We are currently setting out on the first task of this effort: taking stock of current municipal energy use. At this stage of the project our local energy committee will exercise an important role in the data collection process. They will need certain documents and information in order to complete the inventory. Please work with the committee to provide them the data necessary to complete this energy inventory in an expeditious timeline. A presentation and report from our energy committee will be given to the Select Board upon completion. 
Thank you for your very important assistance to make TOWN NAME a leader in energy and greenhouse gas emissions reduction! 

Sincerely,

_______________________________

NAME OF TOWN ADMINISTRATOR OR MANAGER
 

