<<Utility Representative Name>>
<<Date>>
<<Utility Company Name>>
<<Street Address>>
<<City, State, Zip>>
RE: Utility Service Account Numbers:
1. 
4. 

2. 
5. 

3. 
6. 

Dear <<Utility Service Representative Salutation>>:

The owner of the building where we lease space has enrolled in the US Environmental Protection Agency’s Energy Star® Program -- a voluntary, pollution-prevention program that will help us manage energy more efficiently.  I am requesting that you provide <<Organization Name>> with utility data from <<date of interest>> to the most recent billing cycle, for the service account numbers referenced above.

For each account noted above, please list on a month-by-month basis the total amount of energy consumed, along with the unit of energy used (e.g., kWh for electricity).  If possible, the ideal format would be a table or spreadsheet with the following column headings.
· Billing Period Beginning Date

· Billing Period Ending Date

· Amount of Energy Consumed (units)

· Sum Cost of Energy, Demand, and Power
Please release this information in electronic form and/or hard copy to:

<<Organization Contact>>
<<Organization Name>>
<<Street Address>>
<<City, State, Zip>>
<<Telephone: >>
<<FAX: >>
<<E-mail: >>
If you have any questions regarding this request, please contact <<Tenant Contact Name>> at <<Tenant Phone #>>.  Thank you in advance for your prompt attention to this request.

Very truly yours,

     <<Tenant Signature>> (Please remember to sign.)
<<Tenant Contact Name>>
<<Tenant Organization Name>> [NOTE: one form is required for each tenant releasing data]
