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Date	:	February 17, 2021
To	:	Communications (PR) Team of {Partner Company - Plant}
From	: 	{President / Executive VP / Plant Manager} (Name, Title, Signature)
Copies	:	{  }
Subject	:	Request for acknowledgement of role and responsibility in energy efficiency and sustainability goals of	 {Partner Company}

This memorandum is intended for specification / clarification / amendment of  your role in currently established manufacturing energy efficiency and sustainability goals of {Partner Company}
 
The Implementation of energy projects is a team effort—no one person at a plant should take on implementation by himself or herself. The senior management is committed to provide support at all stages of implementation.  As such, following is a typical description of role and responsibilities for you, as a leader of communications team, in the energy projects implementation process.  Please read through the following and acknowledge the receipt by returning a signed copy to issuing office. (level of involvement: approximately one hour per week)

I WILL:
· Help with public relations efforts
· Disseminate information about energy performance progress and results to company stakeholders to inform how energy efficiency and sustainability goals are positively impacting them. 
· Help with recognition efforts by sharing successes and achievements internally and setting up and executing some sort of recognition event. 
· Help increase employee awareness of implementation efforts, as well as plant-floor recognition 

By signing below, I acknowledge the receipt of this memorandum and agree to fulfill {Partner Name’s} energy efficiency and sustainability goals guidelines to the best of my abilities.
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