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______________ Green Team

STEP 11: COMMUNICATING OUR EFFORTS 
	Month
	Awareness Topic
	Event
	Materials

	Example: October 2009
	Energy Conservation
	Speaker/Video: Kilowatt Ours, followed by presentation NIH initiatives by Greg Leifer

Date and Location: October 15, 2009
	- Energy Tips fact sheet

- Electricity bill poster to pass out

- Green Policy responsibilities 

	1 -
	
	Speaker/Video:

Date and Location:
	

	2 -
	
	Speaker/Video:

Date and Location:
	

	3 -
	
	Speaker/Video:

Date and Location:
	

	4 -
	
	Speaker/Video:

Date and Location:
	

	5 -
	
	Speaker/Video:

Date and Location:
	

	6 -
	
	Speaker/Video:

Date and Location:
	

	7 -
	
	Speaker/Video:

Date and Location:
	

	8 -
	
	Speaker/Video:

Date and Location:
	

	9 -
	
	Speaker/Video:

Date and Location:
	

	10 -
	
	Speaker/Video:

Date and Location:
	

	11 -
	
	Speaker/Video:

Date and Location:
	

	12 -
	
	Speaker/Video:

Date and Location:
	


Date completed: ____________________

STEP 11: COMMUNICATING OUR EFFORTS (CONTINUED) 
	Environmental Concern
	Awareness Topics
	Key Dates/Themes
	Green Hour Ideas
	Other Communications

(e.g., events, emails, briefings)
	Available Materials

(To download materials, visit

http://www.nems.nih.gov/outreach/index.cfm)

	Air/Water Pollution
	· Stormwater Management

· Green Roofs  

· Green Commuting 
	N/A
	Speaker: 
Kenny Floyd, DEP Director

For commuting options, see Fuel Consumption 
	· Guided walk of the Gateway Center’s green roof
	· NIH commuting options fact sheet 

· Prescription for a Healthier Environment flyer

	Electricity Consumption
	· Energy use and conservation in office and lab spaces

· Energy use in electronics

· Green buildings 
	October – Energy Awareness Month
	Video: Kilowatt Ours

Speaker: 

Greg Leifer, NIH Energy Engineer

Terry Leland, NEMS Coordinator
	· Guidance on enabling ENERGY STAR® features on computers and monitors


	· Energy saving tips fact sheet

· Electricity Bill poster



	Fuel Consumption
	· Green Commuting 

· Telework


	Bike-to-Work Day – Third Friday in May 
	Video:  Peak Oil 

Speaker: 
Susan Cook, DATS Director 

Mark Minnick, Chief Fleet Management Branch 
	· Briefing on telework policy 
	· NIH commuting options fact sheet

	Paper & Materials Consumption
	· Use of Paper and Other Materials

· Green Purchasing 

· NIH Forest Conservation
	Arbor Day – Last Friday in April
	Speaker: 
Lynn Mueller, Landscape Architect 


	· Guided walk of NIH’s Urban Forest 

· Tree planting or beautification event

· Email or briefing to purchase card holders and procurement staff on green purchasing 
	· NIH Offices Go Greener fact sheet 

	Waste Generation
	· Recycling of Solid Waste

· Recycling of Electronics

· Disposal of Hazardous Waste
	America Recycles Day –November 15
	Video: Story of Stuff 
(http://www.storyofstuff.com/)
Speaker: 

Ariell Lawrence, NIH Recycling Coordinator

Ed Pfister, Chief, Waste and Resource Recovery Branch 
	· Email or briefing to lab staff on target chemical reduction 
	· Recycling posters for paper, commingled, voluntary recycling and charity benefits

	Water Consumption
	· Water Conservation in Labs
	World Water Day – March 22
	
	· Email or briefing to lab staff on water use and conservation 
	· NIH Labs Go Greener fact sheet

	Other
	· Environmental Awareness 
	Earth Day – April 22
	See videos and speakers provided above
	· Volunteer or present at NIH Earth Day event 
	· NEMS general information fact sheet

· What's Your Role in Protecting the Health of the Nation? flyer


STEP 11: COMMUNICATING OUR EFFORTS (CONTINUED)
	Use the following checklist to help plan and execute Green Hour events, targeted emails, and other events.

	(
	Green Hour Action Items
	(
	Targeted Email Action Items
	(
	Other Event Action Items

	Planning Actions: 
	Planning Actions:
	Planning Actions:

	 FORMCHECKBOX 

	Identify a coordinator for the Green Hour 
	 FORMCHECKBOX 

	Identify targeted audience 
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Identify topic and video/presenter 
	 FORMCHECKBOX 

	Draft email
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Identify location(s)
	 FORMCHECKBOX 

	Draft any supplemental materials 
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Identify date(s) and time(s)
	 FORMCHECKBOX 

	Identify appropriate person to distribute email
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Coordinate presentation materials with speaker (if applicable) 
	Distribution Actions:
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Ensure DVD-capable equipment is available for video showing (if applicable) 
	 FORMCHECKBOX 

	Provide email and any supplemental materials to person distributing email
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Create and produce sign-in sheet and other applicable materials 
	 FORMCHECKBOX 

	Distribute email 
	
	

	Day-of Actions: 
	Other Actions:
	Day-of Actions::

	 FORMCHECKBOX 

	Arrive early to ensure audio-visual equipment is available and ready 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Ask participants to sign-in 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Introduce speaker or video
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	Announce next Green Hour event 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	SUMMARY
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	
	Green Hour Topic:
	
	
	
	

	
	Date and Time:
	
	
	
	

	
	Location:
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