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______________ Green Team

STEP 13: REPORTING BACK TO MANAGEMENT
	(
	Reporting Back to Management Steps  

	 FORMCHECKBOX 

	Review objectives, performance measures, and collected data documented in Step 7 worksheet (see pages 38-39).

	 FORMCHECKBOX 

	Prepare briefing or summary document to report on progress against objectives and major achievements.  Consider including the following information: 

	
	
	 FORMCHECKBOX 

	Identify the objectives that were met. 

	
	
	 FORMCHECKBOX 

	Identify the objectives that were not met and provide information on why they could not be achieved.

	
	
	 FORMCHECKBOX 

	Identify the objectives that should be carried over to next greening cycle.

	
	
	 FORMCHECKBOX 

	Demonstrate trends in key performance measures. 

	
	
	 FORMCHECKBOX 

	Identify next steps to ensure continual improvement.  

	
	
	 FORMCHECKBOX 

	Identify specific areas in which management can assist in achieving future objectives. 

	
	
	 FORMCHECKBOX 

	Obtain management’s reaffirmed commitment to greening and support for specific improvements.

	
	

	 FORMCHECKBOX 

	Identify senior manager(s) who should be briefed on the status of the greening process.  The following managers will be briefed:

	
	
	
	

	
	
	
	

	
	
	
	

	
	

	 FORMCHECKBOX 

	Identify a date to brief management.   The briefing is scheduled for:
	

	
	

	 FORMCHECKBOX 

	Conduct briefing.

	
	

	 FORMCHECKBOX 

	Document decisions made by senior management in a meeting summary (available in the Notes section).


Date Completed: _____________________
GREENING YOUR NIH INSTITUTE OR CENTER – Electronic Version




    Page 1 of 1

[image: image1.png]