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______________ Green Team

STEP 4: PREPARING FOR THE GREEN TEAM KICK-OFF
	(
	Meeting Preparation 

	 FORMCHECKBOX 

	Identify a meeting date and time.   We will meet on:

	
	
	
	

	
	

	 FORMCHECKBOX 

	Identify a meeting location.   We will meet in:

	
	
	
	

	
	

	 FORMCHECKBOX 

	Tailor the proposed agenda provided in Appendix D OR draft an agenda with the following items: 

	
	
	 FORMCHECKBOX 

	Identify someone to take notes (template provided in Notes section) and distribute meeting summary after the meeting.

	
	
	 FORMCHECKBOX 

	Have members introduce themselves.

	
	
	 FORMCHECKBOX 

	Provide summary of the briefing with senior management and explain their commitment to greening.

	
	
	 FORMCHECKBOX 

	Determine if the Green Team would like to communicate via a listserv.

	
	
	 FORMCHECKBOX 

	Determine if the members would like to create a team Web page on the NEMS Web site (nems.nih.gov).

	
	
	 FORMCHECKBOX 

	Determine if the Green Team would like to develop a greening logo and/or brand.

	
	
	 FORMCHECKBOX 

	Identify how often and when meetings will occur.

	
	
	         We will meet every
	
	Our next meeting is scheduled for
	

	
	

	 FORMCHECKBOX 

	Draft an email to the Green Team members on the purpose of the Green Team and the logistics for the kick-off meeting. 

	 FORMCHECKBOX 

	Identify someone to distribute the kick-off meeting request.   
	
	will send out the meeting request.

	
	
	
	

	 FORMCHECKBOX 

	Conduct kick-off meeting.

	 FORMCHECKBOX 

	Distribute meeting summary.


Date Completed: _____________________
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