



ITV ONBOARDING MEETING NOTES FORM

This completed form is provided as documentation in support of the following milestone: 

4.1.6.1.1: Ensure all designated key team members (executive lead and technical lead for both host site and technology developer, host site facility lead, and technology developer project lead) participate in the Onboarding Meeting.


Project Name: __________________________

Host Site Name: __________________________

Technology Developer Name: __________________________



[bookmark: _heading=h.qep1d8f5y55w]
Attendance

Technology Developer Personnel

	Attendance
	Name
	ITV Role
	ITV Role Description
	Email

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Host Site Personnel

	Attendance
	Name
	ITV Role 
	ITV Role Description
	Email

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	




[bookmark: _heading=h.413vofme058v]Meeting Notes

Date: 

[bookmark: _heading=h.1qojmqd2rvrj]Discussion & Key Outcomes

1. Introductions
a. Verify key roles for the host site and tech developer, including specific assignments for each.

2. Program Overview
a. [bookmark: _heading=h.ba4x2fdv6bnb]Review and align on the overall program goals and ITV workflow.

3. Measurement & Verification
a. Clarify the M&V process and establish agreement on the target project timeline.

4. Project Overview
a. Affirm expectations to collaborate with LBNL on the M&V plan and share baseline and post-installation data.

5. Project Roles
a. Ensure all project roles and responsibilities are clearly understood and agreed upon. 

6. Project Summary
a. Confirm the National Laboratory team's understanding of the technology, host site project, KPIs, and baseline data, ensuring no core project aspects have changed since application submission

7. Next Steps
a. Finalize and schedule the date for the next call [Insert Date Here].
[bookmark: _heading=h.wgopjbsjs4mo]
[bookmark: _heading=h.iukd4srrzpn2][bookmark: _heading=h.xwdnllnyvq7j][bookmark: _heading=h.okqmbr7j1um3][bookmark: _heading=h.37mwmddc3pjl][bookmark: _heading=h.rruje1khtbjx]
[bookmark: _heading=h.dilsu3mtwy70]Next Steps/Action Items:

1. Complete National Environmental Policy Act (NEPA) Environmental Questionnaire (EQ-1) as soon as possible – accessible here.
2. Complete and submit the preliminary M&V details slide deck to your LBNL Operations Project Manager no later than [Insert Submission Due Date].
a. Note: This slide deck is due two weeks prior to the M&V Development Meeting scheduled on [Insert Meeting Date].



[bookmark: _heading=h.g8li5t8jds6m]Signature 

By signing below, I, the AWARDEE confirms attendance and participation at the Onboarding Meeting and agree to the following key outcomes and commitments:
1. Program Objectives: Outlined program goals and confirmed participation commitments.
2. Team Alignment: Met with respective ITV teams to establish roles and responsibilities.
3. M&V Process: Defined and reviewed the Measurement & Verification (M&V) framework.
4. Schedule & Next Steps: Confirmed the upcoming project timeline and agreed upon next steps.

AWARDEE Executive Lead

Printed Name: ________________________

Signature: ________________________		Date: ____________
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