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(YOUR NAME)

(YOUR ORGANIZATION)

(ADDRESS)

(CITY, STATE, ZIP CODE)

(BUILDING NAME)

(ADDRESS)

(CITY, STATE, ZIP CODE)

(DATE)

Dear (FACILITIES CONTACT NAME), 

My students are taking part in a project where we learn how energy is consumed and conserved at work, school, and at home. Performing simple energy investigations helps students become aware of the ways energy is used, examine their personal energy use behaviors, and evaluate ways to reduce energy consumption and related costs.

Part of this project had students collect real data on room lighting, temperature and electronics using light meters, infrared thermometers and watt meters. Throughout the project, students compiled data and developed written recommendations for improvements in building energy use. At present, students are tracking their energy-related behaviors.
My students are excited about the possibility of actually decreasing building energy use. Please review their top recommendations:
1) (LIGHTING RECOMMENDATION)

2) (TEMPERATURE RECOMMENDATION)

3) (PLUG LOAD RECOMMENDATION)

It would be most meaningful for the students, if you would evaluate their recommendations and provide written or verbal comments. The students and I look forward to your feedback.
Thank you for your support on this project. Please do not hesitate to contact me. 

Sincerely, 

(YOUR SIGNATURE)
(YOUR NAME, EMAIL, PHONE NUMBER)
Template: Letter to Facilities Department


Example topic: Energy Management





Instructions: Following the completion of the energy investigations worksheets, review the Recommendations section.  For the Lighting worksheet, determine the most common recommendation to save energy. Repeat this process for the Temperature and Plug Load worksheets. Enter the most common recommendations into the Template Letter below. Tell the students their top recommendations are being shared with facilities staff.





Determine the most appropriate Facilities Department contact, whether the Building’s Facilities Manager or Head Custodian.  


*Remember to personalize the brackets below with your details. 


Delete this text box and add your own logos before sending. *
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