











Implemertation -

Calerndan,

Week 1
PLAN YOUR CAMPAIGN

O Identify your internal
Power Down: Unplucked! team

O Prepare your employee
communications

O Determine the best reporting
system for your organization

O Determine how you'll distribute
participation desk signs and set
up the chicken coop

O Conduct your pre-campaign audit
and report results to PG&E

Week 4
CAMPAIGN UNDERWAY

O Send Week 1 recap email to
employees, with results to date
and remind them to continue the
great work

O Employees tag offenders with
rubber chickens when their
workstations are not turned
off appropriately

O Company Campaign Manager
sends reminder to Energy
Champions/Floor Captains
to report results

O Energy Champions/Floor Captains
send self-report results at end
of week

Week 7

Week 2
LAUNCH AND PROMOTE

O Send launch email to employees
promoting the campaign

O Hang posters to promote the
campaign in highly visible areas

O Employees officially commit to
participate via form

O Distribute participation desk
decals to employees

O Employees place desk decal at
workstation displaying
their participation

Week 5
CAMPAIGN UNDERWAY

O Send Week 2 recap email to
employees with results to date
and remind them to continue the
great work

O Employees tag offenders with
the rubber chicken when their
stations are not turned off
appropriately

O Company Campaign Manager
sends reminder to Energy
Champions/Floor Captains to
report results

O Energy Champions/Floor Captains
send self-report results at end
of week

CELEBRATE, REPORT & REPEAT

O Send campaign recap email to employees with final results, reinforcing the new company culture and the
importance of continuing to reduce energy waste

O Host a campaign celebration to recognize participants

Week 3
CAMPAIGN BEGINS

O
O

Campaign officially begins

Employees unplug/turn off their
workstations when not in use

Employees tag offenders with
the rubber chicken when their
workstations are not turned off
appropriately

Company Campaign Manager sends
reminder to Energy Champions/Floor
Captains to report results

Energy Champions/Floor Captains
send self-report results at end
of week

Week 6
CAMPAIGN WRAPS

O

Send Week 3 recap email to
employees, with results to date
and remind them to continue the
great work

Company Campaign Manager
sends reminder to Energy
Champions/Floor Captains

to report results

Energy Champions/Floor Captains
send self-report results at end
of week

Conduct a post-campaign audit
and report results to PG&E
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Cusboruzalion

While many companies are participating in

Power Down: Unplucked!, we encourage you to make it

your own, customizing how you deploy the campaign to

best fit the culture of your organization. Here are some

options to consider during your planning.

CUSTOMIZATION TIPS AND ADD ONS

LAUNCH IT BIGGER

Host a kick-off event or lunch to get employees
excited about participation and to help drive
awareness for the campaign. And let’s be honest,

the rubber chicken possibilities are endless!

If your office has multiple floors, engage a team of
Floor Captains to help drum up excitement and keep

employees involved.

MAKE IT YOUR OWN

Ramp up the wow factor and tag via your own
object. Paper tags? Plastic crabs? A visit from your
company mascot? You know what will work best
for your company and culture. Just don't make it
too desirable—you don’t want people intentionally

misbehaving to earn a tag!

MAKE IT A COMPETITION

Get those competitive juices flowing, offering ways
for employees to compete against their peers and
colleagues or other floors within your building. Post
results to a leaderboard and offer incentives and/or
prizes for the winners. See community leaderboad

examples on page 13.

REWARD YOUR TEAM

Set a goal for your entire business—power down
your workstations every night for a week! Reward

everyone with a celebration event.

SPREAD THE WORD

Use your intranet and any existing social media tools

to get the word out about the upcoming campaign.

HAVE ANOTHER IDEA?

You know what works best for your company and
employees, so have fun with this, get creative and

design a campaign you know will be a hit.

~
-

N
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Tosls,
Tem"zedea,’:

We want to make this as easy for you as
possible, so we're including some resources
and tools to leverage in your campaign.

Tools Templates
POWER DOWN: UNPLUCKED! CAMPAIGN TRACKING:
POSTER pg. 8 ENERGY CHAMPION FORMS pg. 11
DESK DECAL SAMPLE pg. 9 CAMPAIGN TRACKING:

COMMUNITY LEADERBOARDS pg. 12
RUBBER CHICKEN +

TAG SAMPLES pg. 10 CAMPAIGN TRACKING:
ENERGY USE ASSESSMENT pg. 13

EMAIL SAMPLE pg. 14
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Power Down: Unplucked! Poster

If you'd like 11x17 versions to put up in your office, please contact StepUpandPowerDown(@pge.com for

print-ready creative files.

StepUpandPowerDown.com M Together, Building

f /StepUpandPowerDown W @StepUpPowerDown #Unplucked a Better California
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Desk Decal Sample

You can distribute desk decals to employees in order to showcase their participation. Contact

StepUpandPowerDown(dpge.com for print-ready creative files.

uig'e

#Unplucked

2.5in
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Rubber Chicken & Tag Samples

Include tags on your rubber chickens to track their journey. Contact StepUpandPowerDown(dpge.com for

print-ready creative files.

NEGATIVE REINFORCEMENT

ﬁ N (" ™

5 Fout P
Fowl play | %M

Name Date
) ) Name Date
You didn’t unPLUCK your devices.
Name Date
Reduce energy waste by powering down Name Date
You have until the end of the day to sign’
Name Date

the Fowl Play Log and pass me onto a
coworker who needs to unpluck their Name Date
workstation.

Name Date
Name Date
Name Date

STEP UP AND ] Together, Building
| POWER DOWN | '! ! ! a Better California Name Date
Name Date

StepUpandPowerDown.com
#Unplucked Name' — Date _
Name Date
L J _ J
POSITIVE REINFORCEMENT
‘ 3
~ )
PN ()
', ‘ 3 g
»,
[ Name Date
. Name Date
Name Date
You unPLUCKed your devices! Name Date
Name Date
You're doing your part to reduce energy
waste. You have until the Name Date
end of the day to sign the Unplucked Log Name Date
and pass me onto a coworker who is also N Dat
powering down. ame ate
Name Date
Name Date
Name Date
STEP UP AND Together, Building
—I p ! ! a Better California Name Date
Name Date
StepUpandPowerDown.com
#Unplucked Name Date
Name Date
\_ — \_ J
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Campaign Tracking

Energy Champion Forms

Your Energy Champions will sign up and self-report their actions weekly. A few suggested tools to consider are

SurveyMonkey, Google Forms and Excel.

Sign-up Form Energy Champion
Self-Reporting Form

Employee Name: Employee Name:

Full Name Full Name

Employee Email: How many times did you turn off your workstation?

| will turn off my workstation when not in use. How many rubber chickens did you recieve this week?
Absolutely!

| will take a 30 second survey once a week. How many rubber chickens did you hand out this week?
Absolutely!

Where is your workstation? How many days this week did you turn off your

Indicate the building and floor number if applicable workstation before you left work?

What other energy actions are you taking to reduce
energy waste at work?
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Campaign Tracking

Community Leaderboards

Create a community competition between floors or teams to help increase participation and track the number of

waorkstations left on each week. Don't forget to display the leaderboard in a communal area!

NEGATIVE REINFORCEMENT POSITIVE REINFORCEMENT

Weplucked] §tandingy

Seek out colleagues who forgot to power down their workstation. The team with the least amount Earn points for your team by unplucking your devices to receive a rubber chicken. The team with
of fowl plays will win a prize. Make sure to unpluck your devices! the most signatures will win a prize. Make sure to unpluck your devices!

Points Per Signature

Points Per Signature
Team/Department
Week 1 Week2 Week3 Week4 Total

Team/Department
Week1 Week2 Week3 Week4 Total

Together, Building
p a Better California

Together, Building
p a Better California
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Campaign Tracking
Energy Use Assessment

You will help estimate the energy impact of your Power Down:Unplucked! campaign by conducting two

assessments—one before the campaign begins and one when it ends. Assessments will be unannounced to

employees.

To measure, select a random sample of about 25 percent or 100 participants, whichever is less. Do a quick visual
inspection of their workstations pre and post-campaign, at a time when equipment should be off. Record your

findings in a table like the one shown below, then estimate savings as shown below the table.

Pre-Campaign Post-Campaign

Workstation Name

/ Location All devices turned off?* All devices turned off?*

Total % of Devices Turned Off - -

ANNUAL - [Post-Campaign % ] X Total X Estimated Savings

ENERGY SAVINGS - Pre-Campaign % Workstations per Workstation**

*Powered off at the source, which could be unplugged or on a power strip that is switched off
**The Step Up and Power Down team can help you determine this figure
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Email Sample

Here's an example of an email we put together to help you keep your employees in the loop after

launching the Power Down: Unplucked! campaign in your workplace.

To download this and other email samples, go to StepUpandPowerDown.com.

KICK-OFF EMAIL

Hello everyone!

| am excited to announce [Business Name]'s commitment to reducing energy waste by
participating in the Step Up and Power Down movement. Step Up and Power Down is an
initiative from PG&E where local businesses do our part to reduce energy waste by taking

simple actions.

Did you know that workspace devices account for up to 20 percent of an office’s electrical
use?* To do our part in this citywide movement, we're launching our very own “Power

Down: Unplucked!” campaign.

This campaign will strengthen and reinforce our habit of taking the simple action of
unplugging devices to save energy. Power Down: Unplucked! encourages each of you to
unPLUCK your devices when leaving your workstation at the end of the day. If you forget

to turn off or power down your devices—"fowl” play—you will find a rubber chicken on your
desk reminding you to power down. Then, you'll have the opportunity to pass the chicken on

to a coworker who also needs to unplug or power down their workspace.
[Insert any specific company energy or sustainability goals, as desired].

We know our colleagues and employees all want to reduce energy waste, so please join me

in leading the way. Sign up to participate at [insert link to sign up form].
To learn more about Step Up and Power Down, visit StepUpAndPowerDown.com.

*California Commercial End-Use Survey

STEPUPANDPOWERDOWN.COM POWER DOWN: UNPLUCKED! 14



