[bookmark: _Toc407627477]Template Competition Emails
These templates are provided to give you a starting point for emails you’ll likely send at each stage of your competition, including registration, kick-off, midpoint check-in, final weigh-in, and winner announcement. Fill in the templates with your competition details and keep in contact with your participants throughout your competition through email and social media! 
Key:
· Highlighted text should be filled in with your competition details
· Highlighted blue text should be hyperlinked
· Grey highlighted text is optional
· Underlined bolded blue text is linked to resources available for download on the ENERGY STAR website
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ENERGY STAR® is the simple choice for energy efficiency. For more than 20 years, EPA’s ENERGY STAR program has been America’s resource for saving energy and protecting the environment. Join the millions making a difference at energystar.gov.
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[bookmark: _Toc502931144][bookmark: _Toc506201605]Registration Email
Subject: Sign up for the NAME OF COMPETITION
Ready to save energy and cut costs? 
NAME OF ORGANIZATION is hosting a competition to find out which building can reduce energy and water use the most over a one-year period. Similar to popular weight-loss competitions, competitors “weigh in” at the beginning and end of the competition using U.S. EPA’s no-cost energy benchmarking tool, ENERGY STAR Portfolio Manager. 

Winners will be recognized in the following categories with list what recognition materials/opportunities winners will receive + categories of winners:
· Building with the greatest percentage reduction in energy use
· Building with the greatest percentage reduction in water use
· Highest-performer to the building with the highest ENERGY STAR score
· Innovation award to the team with the best energy-saving practice 

Registration closes DATE, so sign up today! 

Top three reasons to compete
Saving energy and money at your building are great reasons to participate in the NAME OF COMPETITION. But a competition can also help jumpstart your energy-efficiency efforts by: 

· Motivating with a deadline. A competition is a great way to focus energy and attention on your building systems and operations. Energy management is a long-term, ongoing process, but focusing on it for a short period can kick off savings that last well beyond the final weigh-in.   

· Discovering replicable best practices. If you have several similar buildings in your portfolio, competitions can also act like a laboratory for innovating new best practices that can be rolled out across your other buildings, which multiplies the savings. 

· Communicating the benefits. Get everyone from your upper management to green team to occupants excited about saving energy and let them know what they can do to support your building’s efforts to improve. 

Learn more
Interested in competing? Check out the rules of the game and competitor resources at website URL. 



[bookmark: _Toc502931145][bookmark: _Toc506201606]Welcome Email
Subject Line: Welcome to the Name of Competition

Dear competitor,

Welcome to the Name of Competition! This year, [# of buildings] are competing to slim down, save money, and cut greenhouse gas emissions.

Prepare to make a splash!
We’ve put together a package of communications materials to help you spread the word about your participation. We encourage you to use the below materials to engage your community and stakeholders and let everyone know your game plan for winning and how they can help. 

Download the full suite of communications materials here.
· Talking points
· Ideas for promoting your participation
· Social media guide
· Social media and other graphics
· Sample tweets
· Template newsletter article
· Template stakeholder letter
· Template press release
· Template blast email

What comes next
We’ve unveiled an updated website URL where all competitors are listed. Also, follow along on the competition Twitter feed (#CompetitionHashtag). In [Midpoint Month], look out for a request for midpoint data so that we can publish midpoint standings in [Midpoint Month]. 

Until then, take a look at who else is competing alongside you, post updates about your progress on social media using the #CompetitionHashtag, and find tips and resources for saving energy from ENERGY STAR.  


[bookmark: _Toc502931147][bookmark: _Toc506201607]Midpoint
Subject line: Your Midpoint Data is Due
Dear Competitor, 

We know you’ve been working hard to cut energy and water waste as part of the [Name of competition] – now it’s time to step on the scale to see how far you’ve come!
 
Just follow these easy steps to submit your data for the competition midpoint by [Deadline]. 
1. Enter complete energy and water (if applicable) consumption data in Portfolio Manager, for each competing building, through [Date]
1. Respond to the Competition Midpoint Data Request via Portfolio Manager: portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/. 
1. Make sure you receive an emailed receipt confirming data submission – this means we’ve received your information! If you didn’t get a receipt, go back and make sure you actually submitted your data via Portfolio Manager.
We’ll review all data and publish midpoint standings in [Month of Midpoint Announcement] at  URL. We encourage you to share your progress with your community, and to continue to leverage ENERGY STAR resources to find energy and water savings. 
Until then, keep up the good work. We look forward to celebrating your achievements so far with you on [Midpoint Release Date]. 


Subject line: RE: Your Midpoint Data is Due
Dear Competitors,
This is a reminder to complete your midpoint building data submission for the [Name of competition] if you have not done so already. Details about how to submit your data are provided below in the original email message.
Please submit your data no later than this [Deadline]. If you cannot meet the deadline, let us know at email@organization.com.
Thank you,



[bookmark: _Toc502931148][bookmark: _Toc506201608]Final Data 
Subject line: Your Final Data is Due
Dear Competitor,
Thank you for competing in the [Name of Competition]! We’ve come a long way in just [# of competition period months], and now it’s time to find out who’s won it all and saved the most energy or water!
Submit your final data
Please submit final energy/water data to by [DUE DATE]. To submit your data, please do the following:
1. Ensure data for all competing buildings is updated through [END OF COMPARISON YEAR]
2. Submit your data via the data release report available here. Instructions for completing the report are provided within Portfolio Manager.
Note: If you cannot meet the deadline, please tell us at email@organization.com so we can work with you to finish the competition. 
What comes next?
We’ll review your final data and may be in touch if we see missing data or possible data entry errors. [Afterward, we we’ll notify you if you’re eligible for energy or water efficiency recognition. If you wish to receive official recognition, you must have your energy or water and square footage data for the competition period verified by a Professional Engineer or Registered Architect. The licensed professional need not physically visit the site (for example, consulting blueprints and reviewing energy bills is sufficient), but must verify that the data you have provided is complete and valid. If you believe your building may be eligible for official recognition, start planning now!] We will officially announce the winners on DATE and will provide you with messaging and communication materials to help spread the word.
Sincerely,

Subject line: RE: Your Midpoint Data is Due
Dear Competitor,
We have not yet received your submission for the final portion of the [Name of Competition]. Final data must be submitted to finish the competition. Please submit your final data via this data request link no later than [DUE DATE]. If you cannot meet the deadline, or believe you have received this message in error, please tell us at email@organization.com so we can work with you to finish the competition.
Thank you,

[bookmark: _Toc502931149][bookmark: _Toc506201609]
Data Issues
Subject Line: Attention Needed: Possible Data Issues

Attachment: Personalized Data Issues Spreadsheet.xlsx (Spreadsheet with data review instructions and a list of buildings that have issues which is unique to the competitor receiving the email)

Dear Competitor,  
Thank you for participating in the [Name of Competition]!
While reviewing the final data you submitted for the competition, we found some possible data issues for at least one of your buildings. In some cases, we simply need you to check your data in Portfolio Manager and confirm it has been entered correctly. For other issues (like very low EUI values, or data calculation issues), you‘ll need to update your data and resubmit it via Portfolio Manager.
Please see the attached spreadsheet, which includes instructions for how to review your building data (Instructions Tab), as well as a list of your buildings (Sheet 2 Tab) and the data about which we have questions. 
Prompt action is essential in order for your building(s) to complete the competition. Please update data if necessary, and/or confirm the data you submitted is indeed correct by DUE DATE to remain eligible for recognition. Buildings with data submitted after this date will still be included in the results listed on the Competition website but will not be eligible for recognition.
Thank you,



[bookmark: _Toc502931150][bookmark: _Toc506201610]Potential Winner 
Subject: You may be eligible for recognition! 

Dear Competitor,
 
Congratulations, one or more of your buildings is eligible for recognition in the Name of Competition! 
 
How to receive recognition
To receive recognition, review the attached verification form, make any corrections as instructed, and have a Professional Engineer (PE) or Registered Architect (RA) verify that the information is correct. The licensed professional need not physically visit the site (for example, consulting blueprints and reviewing energy bills is sufficient), but must verify that the data you have provided is complete and valid. Email a signed PDF of the PE- or RA-stamped form to email@organization.com by DUE DATE with the subject line “Verification Form.” Please do not send directly from the scanner so that we can ensure your form will be processed correctly. Please respond to let us know that you have received this email and have started the process.

If you cannot verify your data by [DUE DATE] and need more time, please let us know so we can help you earn recognition. Also, please note, if there was any vacancy or construction in the building during the performance period, it may be ineligible to receive recognition.

As a reminder, here's the timeline for wrapping up the competition: 
· DATE: We will send verification forms to contacts of recognition-eligible buildings
· DATE: Deadline to return verification forms 
· DATE: Winner Announcement! 

Thank you for reviewing, completing, and sending back the attached verification form. After you’ve verified your data, and no issues are identified during verification, you’ll receive a personalized certificate congratulating you on your achievements. 

Thanks again, and congratulations on your impressive savings!  



Subject: RE: You may be eligible for recognition! 

Dear Competitor,
This is a reminder that we have not yet received your verification form to receive recognition in the Name of Competition. Please email this form by DUE DATE with the subject line “Verification Form,” or notify us if you do not intend to verify.
Remember: please do not send directly from the scanner so that we can ensure your form will be processed. 
If you believe you are receiving this message in error, please reach out to us at email@organization.com immediately.
Build your own battle: Template emails to Competitors
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[bookmark: _Toc502931152][bookmark: _Toc506201611]Final Announcement
Subject Line: And the winner is…!

The results are in. Competitors saved more than [savings figure]!

Last year, [ # of buildings] battled it out to see who could save the most energy and water in the [Name of Competition]. The results are in, and we’re excited to share them with you! And the winner is: [insert winning competitors and savings figure]. [Detail some interesting facts about winning competitor].

Competitors saved a combined total of more than X billion kBtus of energy, reduced greenhouse gas emissions equivalent to the annual electricity use of more than XX,000 homes, and saved more than $XX on utility bills! More than XX competitors reduced energy use by at least 20%, and more than XXX competitors saved more than XXX million gallons of water in just one year. Congratulations to all on a job well done! 

Visit our website to see the full list of final competitor standings, and to read about what actions competitors took to save all that energy. 
 


[bookmark: _Toc502931153][bookmark: _Toc506201612]Instructions to Include in Data Request within Portfolio Manager
You can include these instructions within your Portfolio Manager Data Request for both the midpoint or final check-in.

Instructions to responding to the Final Data Request

On the Respond to Data Request page, provide the requested information for each section.

In the About Your Response section, select the user whose data is being submitted.

· Select myself to submit the response on your own behalf.
· Select someone else to choose a contact with who you are associated. Select the contact from the drop-down list or click Add a Contact to add a new contact and complete the required contact information.

In the Your Response section, select information to include in the response.

· Timeframe: The period for the Competition Final period is the year ending ___________.
· Properties: Select the number of properties to include in the response. If you select Multiple Properties, you must specify which properties to include. Click Select Properties and then choose the properties from the list and click Apply Selection.

Click Generate Response Preview after you have completed each section of the Respond to Data Request page.

Preview Response
After you generate the response preview, you can view it in on the Reporting tab. You will see a notification in the Templates & Reports section when your preview is available. You can preview the response before sending it.

· Select Preview Response from the drop-down menu next to the report name.
· Select Download Preview in Excel to review the information in Excel.

Please review your response before completing your submission. If you notice an issue with one of your properties (such as missing energy or emissions information), you can troubleshoot the issue by doing the following:

· Navigate to the Goals tab for the property.
· Under the "Metrics Comparison for Your Property & Your Target" heading, you will see a table of metrics.
· Under the Current or Baseline columns, a "Not Available" link will appear if your property isn't receiving a particular metric. Clicking this link will give you an explanation.

NOTE: If you need to make any changes to the report, select Generate an Updated Response from the drop-down menu and then complete the information on the Respond to Data Request page.

Submit Response
After you have reviewed and confirmed the data in the report, select Send Response from the Action drop-down menu next to the report name.

Select options on the Confirm Response to Data Request page. 

· Select who else you want to receive a confirmation email.
· Select the format of your data for the email attachment.
· E-Sign your response by entering your username and password. Then click E-Sign Response.

Click Send Data to send your data and complete the response. You will receive a confirmation email with a receipt and a copy of the data submitted. If you encounter any issues with your submission, please contact email@organization.

[bookmark: _Toc502931154][bookmark: _Toc506201613]Example Tweets
These are example tweets from past ENERGY STAR competitions. Use social media to engage participating organizations in the conversation, remind them about upcoming deadlines, and share energy-saving tips and best practices.  
Launch
· Good luck to our realty and property management competitors! @_______ @_______ @_______ #ESNBC
· Check out the 6,500+ buildings battling it out in this year's #ESNBC!
· Upgrading your exit signs to LED fixtures is one not-so-subtle way to tell energy waste to get lost!
Midpoint Check-in
· Midpoint is here! Who's leading the pack in the 2015 Battle of the Buildings? Tune in on Wednesday 10/7 to find out! #ESNBC
· Midpoint standings are in! Check out the leaders and see if you can't catch them in these last 3 months of 2015!
Final Check-in
· Only two months left in the 2015 #ESNBC! Ramp up energy savings using ENERGY STAR tools and resources: http://go.usa.gov/3zw5F
· Data requests have been sent to our 2015 competitors! Remember to submit your data by Monday, Feb 29th.
[bookmark: _GoBack]Winner Announcement
· The results are in! See the list of 2015 top #ESNBC energy and water savers!
· Congratulations to Texas A&M – ESCO Project team—the top team energy saver, cutting energy use by 35.5%!
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