Green Team Lists for MCMLA 2005 Committees

Prior to Conference

· Prepare an environmental policy for the meeting.  Set our environmental priorities.

· Communicate, educate, and market policy.  Promote online!

· Confirm mass transit arrangements.  Set up carpools, contract for shuttle services, arrange for campus vans and certified campus van drivers, etc.

· Designate people to be responsible for recycling signage, empting/collecting recycling bins, and organizing the Handout Reuse Area. Seek volunteers from all consortium libraries.
During Conference

· Keep track of greening initiatives during meeting.

· Promote and monitor recycling bins and organize the Handout Reuse Area.

· Promote and monitor mass transit arrangements, carpools, shuttle services, etc.

Post Conference

· Document and track problems, success, and failures of initiatives to evaluate the event.

· Survey participants: comments, suggestions, etc.

· Quantify results and measure the effectiveness of initiatives.

· Promote achievements to MCMLA and beyond to encourage others.












Planning Checklist for Catering and Dine-Arounds








Rethink what has “always” been done – consider different food selection and serving style (i.e. more fruits and vegetables and less sweets; vegetarian meals for all instead of for just those who request them).





Plan carefully to avoid unnecessary waste; have attendees sign up for meals in advance.





Select dine-around restaurants that make it easy to walk, carpool, take mass transit, etc.





Highlight local restaurants for dine-arounds, if possible, especially those that offer local produce and sustainable foods.





Create an online collection of menus from local restaurants that attendees can browse on the conference website.





Select menus with organic foods and beverages for the health of the attendees and to support organic agriculture.  Increase the number of foods that are low on the food chain to save energy and resources.





Serve group meals buffet style.  Only offer one size plate (as opposed to dinner plus salad), use mugs instead of cups and saucers, and put utensils at the end of the serving line so people take only those needed.





Offer reusable flatware, glasses, mugs, and plates instead of disposables for snacks. 





For breaks serve drinks from large dispensers or large bottles.  Have water and glasses in the back of the rooms for meetings instead of on each table.  Avoid individual bottles or cans whenever possible, but when not possible, choose aluminum cans over glass bottles.  Eliminate individual sugar packets, condiments, creamers, crackers, etc. as allowed by local health laws to reduce solid waste.





(Continued)





�
Planning Checklist for Conference Center, Lodging, 


and Reception Location





Rethink what has “always” been done! 





Choose a destination with minimal travel requirements for attendees.  Shorter distances will result in less environmental impact.





Select venues that make it easy to walk, carpool, take mass transit, etc.





Set up a handout reuse area - encourage attendees to put handouts they don’t want on a table in the lobby or exhibit area where others can pick them up.





Train those staffing the MCMLA hospitality table about the environmental aspects of the conference so they can point out those options to attendees (e.g., location of recycle bins, handout reuse area, TRAX option, etc.).





Conduct a brief interview with conference center, lodging, and reception area contacts to determine the following:


Do you have an environmental policy for the facility?





What conservation and recycling practices are in place? Do you regularly purchase reusable and durable products?





Are recycling services provided by the facility?  Can paper, plastic, aluminum and glass be collected for recycling? What about food waste?





If recycling services are not provided, could the planning committee set up collection bins throughout the facility?  





Do you offer guests a linen reuse program?





Do you provide newspapers for the lodging rooms?  If so, to all of them or only when requested?





Are water-saving devices installed in the facility?





Are non-disposable flatware, glasses, mugs, and dishes used for the continental breakfast?  Is food provided in bulk containers?





What has been done to the meeting/lodging rooms for energy efficiency?  Are there naturally lighted meeting and exhibit spaces?





Do you highlight:


Campus food facilities (Heritage Center, The Point, hospital coffee shop and cafeteria)?


TRAX and campus shuttle?





Other actions: 





Planning Checklist for Exhibitors/Vendors








Rethink what has “always” been done!





Avoid individually packaged materials, and use bulk dispensers.





Avoid mass distribution of brochures/handouts and allow attendees to order copies.  





Consider inviting a vendor who offers a print-on-demand service so that attendees can print up to a certain number of handouts on the equipment provided by the vendor “free” while learning about that vendor’s service.





Consider having vendors not provide any brochures/handouts – making them available online instead. 





Encourage attendees to bring their PDAs and exhibitors to provide information in PDA readable formats.





Print out bare minimum copies to avoid waste.





Print handouts/brochures double-sided, and on recycled paper using vegetable-based inks.





Request that unused items be collected for another event.





Note our recycling areas while at the conference and make use of them.  





In the vendor invitation or contact letter, include the following or similar request:





We would like to highlight your greening efforts at MCMLA 2005.  What greening efforts are currently underway at your company?





Other actions:














Planning Checklist for Hospitality and Social Events








Rethink what has “always” been done!





Select venues that make it easy to walk, carpool, take mass transit, etc.  


     Make it easy for attendees to get between the airport and the venue.


                    


Publicize mass transit, carpooling, and walking.   Provide transit passes       and maps for attendees, and provide shuttle service to and from mass         transit stops and conference sites.  Provide a board where attendees can arrange carpools.  If vehicular transport is required, look for electric and hybrid powered vehicles.





Promote “green” businesses in the registration packet – green and sustainable practices and locally owned.  





Cut down, cut back, or eliminate unnecessary purchases and/or activities.





Do not stuff bags or envelopes with local tourist information.  Instead provide a smaller number of tourist brochures for people who want to pick up this information.  Return unused brochures to their source (e.g., Chamber of Commerce) for use at other conferences.





Train those staffing the MCMLA hospitality table about the environmental aspects of the conference so they can point out those options to attendees (e.g., location of recycle bins, handout reuse area, TRAX option, etc.).





Use paperless technology and post your day trip and entertainment options on the website.





At meeting hospitality table, have a laptop, projector, screen, and printer with Internet connection and PDA sync capability with link to meeting web site for use in answering questions.





Reuse what we currently have rather than purchasing new.





Other actions:








Planning Checklist for Program, Continuing Education, and Presenters





Rethink what has “always” been done!





Ask presenters to minimize paper handouts.  Rather than printing enough materials to accommodate any possible attendance, match your print run to the number of registered attendees.  





Avoid mass distribution – instead provide materials only upon request. 





Consider not providing any handouts.  Use paperless technology and post your presentation and notes online at the MCMLA 2005 website, or/and on disks or in PDA readable format.





Encourage open access posting of handouts by instructors and presenters, while taking their concerns about copyright into consideration.  





If you do wish to have handouts, consider printing them on recycled paper, using vegetable-based inks, and on both sides of the page.





Encourage participants to recycle materials at the event.  Collect unused items to be used at another event.  Publicize the Handout Reuse Area: encourage attendee to put handouts they don’t want on a table in the lobby where other can pick them up.





Publicize green efforts in the program to encourage attendee participation.





Other actions:








Planning Checklist for Promotion and Publicity








Rethink what has always been done!





BYOB – Bring Your Own Bag Contest – Attendees will be asked to bring their own bags to the conference and take part in the contest, in the spirit of fun AND sustainability!





Pre-registration material will contain a flyer/prominently noted on the website to encourage all attendees to look through their bags (library and non-library) and bring one of their choosing to the conference.  It will serve as both their conference bag AND their contest entry.  Note that “reused” bags will available for use if people forget theirs or do not have one to bring.   Website and registration packet received on arrival will have the same information, and provide contest rules, judging and prizes.





Prizes will be awarded for the oldest MCMLA bag, the oldest bag of any kind, the most interesting bag, the funniest bag, and the most professional bag.  Prizes will be something like a “green” book, an aluminum crusher, a low-flow showerhead, or another bag!





Judging will be done by the Green Team at the end of the business meeting, with assistance by applause from the audience.  When more than one person qualifies for a prize, they would write their names on a piece of paper, put it in “a sustainable cloth bag,” and the winner would be drawn by the Green Team.





Sit Upons: 


Provided for each participant.





Co-sponsored by vendors instead of conference bags.





Promote conference using the web and emailing lists.





Use double-sided printing on recycled paper using vegetable-based inks for promotional materials if necessary





Encourage attendees to recycle materials at the event.





Publicize the recycling areas set up at the conference and make use of them!  Collect your unused items to be used at another event.





Other actions:








Planning Checklist for Registration





Rethink what has “always” been done!





Offer electronic registration and confirmation, if possible.





Post all registration information on the MCMLA conference website.





Reuse badge ropes and plastic badge holders from previous conferences.  Set up a box for attendees to return their ropes and holders to reuse at future conferences.  Forward the returned ropes, holders, and reuse information (e.g., Avery template number used) to the next MCMLA Planning Committee for reuse the following year.  





Place registration materials in reusable envelopes (e.g., envelope with label in upper left corner where it can be covered over with a return address label).  Only provide pens/pencils and notepads upon request.





Do not stuff bags or envelopes with local tourist information.  Instead provide a smaller number of tourist brochures for people who want to pick up this information.  Return unused brochures to their source for use at other conferences.





Encourage attendees to recycle materials at the conference.





Other actions:











Planning Checklist for Website





Rethink what has “always” been done!





Post all conference information, including registration, confirmation, conference itinerary, hospitality and entertainment activities, etc.





At meeting hospitality table, have a laptop, projector, screen, and printer with Internet connection and PDA sync capability with link to meeting web site for use in answering questions.





Create AvantGo Channel for web site so that attendees have ready access to schedule information on their PDAs without having to print out the details.





Allow “virtual” attendance through satellite or web conferencing





Post speakers’ notes along with conference proceedings





Other actions:











Conduct a brief interview with caterers to determine the following:





Seasonal, local and /or sustainable meals?  Organic? Vegetarian?





Use non-disposable cutlery, dishware, linens, centerpieces, and decorations? When non-disposable items are not feasible, are products used made from recovered materials and can they also be recycled?





Can condiments, beverages, etc. be provided in bulk instead of individually?.  





Handling of food waste – can it be donated to shelters or farms?       Handling of other waste – do they recycle?





Other actions:
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