Urban Sustainability Directors Network
Shutdown Policy E-mail Script 
SUBJECT LINE: [City/County of ] Computer and Monitor Shutdown Policy
Dear Employees:
As part of an effort to renew our commitment to save energy and monetary resources, [I or we] would like to remind you of our computer shutdown policy.  At the end of your workday please turn off your computer and monitor. 
If you already turn off your computer and monitor at the end of your workday, thank you.  If this action is new to you, please be assured that turning off your computer and monitor will not lower the performance or shorten the life of your computer.  In fact, turning off your computer at the end of the day will ensure that you receive the necessary updates and [organization] will benefit from energy cost savings.
Thank you in advance for you support. Please don’t hesitate to contact [I or us] if you have any questions or concerns about this policy.
Sincerely,
[IT Services]
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