
ENERGY STAR Application Guide

1. Once your property is selected in Portfolio Manager, click the link that says FINISH YOUR 
APPLICATION FOR ENERGY STAR CERTIFICATION.

Click here to complete 
application. 

2. Following the prompts that appear, enter a detailed description of your property in the 
text box. This description should include number of floors, space type, etc. For description 
examples, click the link provided.

Click here for example 
property descriptions.



ENERGY STAR Application Guide

3. Continue following the questions by entering the name of your property as you’d like it 
to appear in the ENERGY STAR building registry. The PROPERTY PROFILE section is optional. 
Please contact GHT if you need assistance with this section. Click CONTINUE. 

Click to move on to the 
next section. 

Enter name for 
listing.
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4. Once you complete the ABOUT YOUR PROPERTY section, you will move on to the CONTACT 
INFORMATION section. Answer the questions as you are prompted. 

Who to contact with questions 
about your application. 

Who signs the final 
application. 

Jeffrey Salay, PE,CEM,LEED AP
Contact Jeffrey at:
JSalay@ghtltd.com.
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5. Once you’ve completed the AWARD INFORMATION section, move on to ELIGIBILITY DETAILS 
section where you enter the end date for your energy consumption. Address the alerts notices 
with explanations, or contact GHT for assistance. 

Select energy 
consumption end 
date.

Enter explanations to move on to next 
section. If you need assistance, contact 
OES@ghtltd.com.  
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6. Continue to GENERATE FOR SIGNATURES section to download  and print application for 
professional signatures. 

Download and print 
for LP signatures.

7. Schedule a site visit with our Licensed Professional (LP). Complete the SITE VISIT section with 
the Licensed Professional. 
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8. The final step is the SUBMIT APPLICATION section. Enter your application tracking number, 
complete the checklist, attach the completed and signed application. 

Your application 
tracking number 
is in the footer of 
every page of your 
application. 
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Once you have successfully submitted your application, you should see the submission notice 
under your RECOGNITION tab. If you have any questions about your submission or do not see a 
confirmation, contact our team at OES@ghtltd.com. 


