Instructions for Label Application Mailing

Once you have determined that a building is eligible to apply for the ENERGY STAR, you will need to complete the following steps:

1. Provide the Contact information for this building.  It is particularly important that the Building Sponsor be indicated, as well as the Mail Plaque To contact (these may be the same person), to ensure that the ENERGY STAR plaque and approval information are sent to the correct destination.

2. Identify a Professional Engineer to certify the building; complete the information on the Observations tab.

3. Print the Statement of Energy Performance (SEP).  After surveying the building and certifying its eligibility for the ENERGY STAR, the Professional Engineer will need to sign and stamp the SEP.

4. Print and sign the Letter of Agreement.  If this letter is generated automatically, the Building Sponsor will be indicated as the signatory.

5. Mail the Letter of Agreement and original SEP (no photocopies please) via standard US mail to EPA at the address below.  Express mail or overnight packages are not received at this mailing address.

Ms. Natarsha Valentine

ENERGY STAR Label for Buildings

US Environmental Protection Agency (6202J)

1200 Pennsylvania Avenue NW

Washington, DC 20460

EPA will process your application within 3 days of receipt.  Upon approval of your label application, an e-mail will be sent to the Building Sponsor, Building Owner, Building Contact, Professional Engineer, and the Mail Plaque To contact, if e-mail addresses have been provided.   If there are any problems or questions regarding your application, an e-mail will also be sent, indicating the problems that need to be resolved.

The Mail Plaque To contact should receive the ENERGY STAR plaque and congratulatory letter within one week of approval of the application (with a cc to the Building Sponsor).  Under special circumstances, plaques may be express mailed provided arrangements through an applicant’s express mail service account are made.

The Letter of Agreement appears on the next page.

Ms. Natarsha Valentine
ENERGY STAR Label for Buildings

U.S. Environmental Protection Agency (6202J)

1200 Pennsylvania Avenue NW

Washington, DC 20460

Dear Ms. Valentine:  

I hereby nominate, on behalf of the building’s owner, the following building for award of the ENERGY STAR:

Building Name:
_________________________________________________

Street Address:
_________________________________________________

City, State, & Zip Code:________________________________________________

As documented by the attached Statement of Energy Performance, the aforementioned building meets the conditions necessary to qualify as ENERGY STAR:

· Energy performance in the top 25 percent of similar existing buildings, as indicated by a minimum score of 75 out of 100 determined through EPA’s Portfolio Manager.

· Thermal comfort in accordance with the provisions in American Society of Heating, Refrigerating, and Air-Conditioning Engineers (ASHRAE) Standard 55-1992, Thermal Environmental Conditions for Human Occupancy.

· Indoor air quality in accordance with the provisions of ASHRAE Standard 62-2001, Ventilation for Acceptable Indoor Air Quality. 

· Illuminance levels in accordance with the Illuminating Engineering Society of North America, IESNA Lighting Handbook – 1999, Lighting Design Guide.

I am submitting this application within 4 months of the Year Ending Date on the enclosed Statement of Energy Performance. I will assist EPA, if requested, in verifying utility billing data. Furthermore, I agree to associate the ENERGY STAR name and logo only with the aforementioned building and to adhere to ENERGY STAR’s Identity Guidelines.

Sincerely,

Signature ________________________________

Signatory Name: __________________________

Organization Name: ________________________
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