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How to use your homeowner thank-you letter 
NYSERDA has developed a letter to help contractors encourage homeowners who’ve had a comprehensive home energy assessment to proceed with their recommended energy upgrades and thank them for their time and interest in energy efficiency. The letter should be sent after you’ve completed the assessment, ideally the same day or when the report is given to the homeowner. 
You’ll also want to give the homeowner some of the additional tools NYSERDA has made available, including the Comfort at Home magazine, referral cards and the What To Expect fact sheet. It’s more effective if you deliver them all together as a handy “kit” that the homeowner can refer to easily. Be sure to contact Lockheed Martin and order these tools well in advance of when you’ll need them. 
[image: ]You’ll want to customize the letter’s text in the areas indicated. The following explains how. 
Customizing text 
· Open the letter in Microsoft Word. 
· You can add your organization’s name, phone number and email address to the letter. All points where you should insert customized text are noted in orange: in the first paragraph, in the last two paragraphs and, at the end of the letter, the name and title of the person sending it. 
· To insert text, select the text block that appears in orange. Edit it just like you would edit any MS Word document. 
· [bookmark: _GoBack]Next, copy and paste the text of the letter into a document that has your organization’s letterhead. (You can do this step first, if you prefer.) 
· Make sure the text fits properly, then print and sign the letter. It always helps to add the personal touch. 
· Additional client contacts or “touches” help to improve sales closeure rates. 
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