Urban Sustainability Directors Network
Script for Municipal Employee In-Person Visit

Hi, ___________.  I’m here to follow-up on the email you received regarding our computer and monitor shut-down policy.  Do you remember the email?
As the email from [IT/administration] stated, we are asking each employee to make a commitment to turn off their computer and monitor at the end of each workday.
We recently conducted a survey of employees and found that there was a high level of interest in saving money and energy resources in the [organization].  The computer and monitor shutdown policy is part of an effort to save resources.
[IF THE EMPLOYEE STATES THAT HE/SHE ALREADY SHUTS DOWN:] Oh great, thank you.  Turning off your computer and monitor everyday really does make a difference.
[CONTINUE WITH SCRIPT EVEN IF EMPLOPYEE ALREADY SHUTS DOWN – IT WILL MAKE A DIFFERENCE WITH MONITOR USE AND YOU WILL CLEAR UP ANY MISCONCEPTIONS ABOUT COMPUTER SHUTDOWN.]
I want to mention a couple of things:
· We know that some employees are concerned about time, so we tested some of the computers here and found that it takes less than _____seconds to power up in the morning.
· Shutting down every day will ensure that you receive important updates and thereby improving the functionality of your computer.
· We have checked with the IT department and shutting down will not affect the life or performance of your computer.
We are asking employees to turn off their computers and monitors at the end of each workday. One thing we need to do is make sure that people know how to turn off their monitor.  Even though your screen may turn dark, it doesn’t necessarily turn off automatically when you shut down your computer.  
Where is your monitor power button?  And, where is your computer power button?  
Are there any concerns you have about shutting down your computer and monitor?
Thank you for your time.  I would like to leave this flyer with you.  It includes some of the information I just shared with you.  Here is a reminder card you can attach to your monitor.  Would you be willing to sign and display the card as a reminder and pledge to turn off your computer and monitor at the end of each workday?
[IF YES, ATTACH THE SIGNED CARD TO THE EMPLOYEE’S MONITOR.]

In-Person Visit Checklist

 Communicate the organization’s policy regarding shutdown.
 Communicate that employees are conscientious and interested in energy and money saving computer-related behaviors.  
 Communicate the real numbers on computer power-up time.
 Instruct employees on how to properly shutdown the computer and monitor.
 Deliver the flyer and commitment card.
 Attach card to employee’s monitor.
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