Date
ACCOUNT MANAGER NAME
Account Manager
ADDRESS
Dear ACCOUNT MANAGER NAME, 

I am writing to request historical records for electricity sales to the town of (TOWN) in the year (YEAR). This information will be used by the TOWN energy committee to inventory our energy usage. This initiative arose last year when towns across the state passed resolutions to reduce greenhouse gas emissions and conserve energy.  
As our local electrical utility provider, you can be of great assistance to our project by providing us with records of our electrical usage within our town in the year (YEAR). We are seeking several types of information. We will need information for each building that has a utility meter with the following information listed:  

· Monthly energy use for one calendar year in kwh
· Monthly energy cost paid for corresponding years

I have attached a document for you to use as an example of the request for information and how we would like to receive the data. National Grid has used this template in the past to deliver this type of information to the municipality. We will also need the kwh usage and costs associated with the same year for our streetlights. We appreciate your assistance. Please feel free to contact me with any questions or concerns.  I look forward to speaking with you. 

Sincerely, 

TOWN EMPLOYEE
