MEMORANDUM

From:

__________, Resource Conservation Manager

To:

All Building Operators, and Maintenance and Kitchen Supervisors

Subject:
Resource Conservation Program Start-Up

You may be aware of the memo sent out by Superintendent/Director ____________ concerning the resource conservation.  His/Her memo discussed an ambitious program that we have started to save resources and dollars.  I am very excited to be heading up this program.  It provides me with an opportunity to work with all of you, generate some great results and protect the environment as a bonus.  I applaud the administration for their forward thinking and commitment to this effort.

You may be asking, “what can I do to help?”  If you are, have I got the thing for you.  Attached to this memo is a set of guidelines that pertain to the areas in which you work.  Review the list of guideline items.  They are low cost fixes and no cost behavioral items.  This represents a generic list and many items may not apply to your situation.  It is meant to get you thinking.

In the next couple of weeks I will be organizing small group meetings to brainstorm with you.  The goal will be to develop a set of guidelines that will work for you.  Between now and then, be thinking of additional items that would apply.  Fill out the form and check the box adjacent to each item as a “yes”, “no” or “NA”.

After our brainstorming meeting the modified guidelines will be the guidelines which you will implement.  I will also retain a copy to incorporate into a facility specific Resource Conservation Guide.

Your involvement is appreciated and necessary if we are to achieve our resource conservation goal.  Developing a program that works for all of us, is my goal.  Making the Resource Conservation Program a success, however, will require a change in the way we think and do our jobs.  Work with me so that we can make these changes as effortless as possible, while reaping the greatest resource saving benefits.

Hope to see you soon and thanks for your cooperation.
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