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Off-Campus Audit Briefing Letter 
This is a letter/email template designed to prepare teams for how the audits will run. Feel free to copy and paste the below into the body of an email, or tweak it in any way you might prefer – it’s just our suggestion.

Dear Green Impact team,
Firstly – congratulations on committing to Green Impact over the last year, and for making such positive environmental changes to our working environments! It goes without saying that Green Impact hinges on the work carried out by team members – so thank you so much, and well done.

You might be aware that the auditing process is coming up, and so I’m writing to you to let you know what to expect. Most importantly of all, I want to stress that the auditing process is nothing to be concerned or anxious about. The process is designed to be professional and comprehensive – but it’s not an exercise in trying to catch you out, or berating you for changes you might not have made yet. Instead, it’s an opportunity to showcase the amazing things you have achieved, and to begin the process for the formal recognition of your positive work at the awards ceremony. 

The majority of the auditing process will take place during the <insert date/time here> so do please try to make sure that, at the least, your team leader is available and ready to welcome your auditors at this time, and that all evidence you might need to produce is at hand. The process will be coordinated by <insert names of lead contact and NUS Project officer here>.

Your audit will be carried out by a one or two of student volunteers from <insert name of university/college/union here>, interested in environmental issues or environmental auditing who will be really excited to see what you’ve achieved. It is important to remember that the auditors are still students – they may not be dressed as professionally as a member of staff and may not have been in a professional working environment before. Our recruitment process and training session will help them to acclimatise and understand the way in which to conduct the audit, but support and understanding from you during the process will help them to achieve as best they can too.

They will ask you to talk them through your documentary evidence and online toolkit first, then ask for a tour around your team to see the practical actions you have been taking. The process should only last about an hour, and will be carried out with efficiency and professionalism owing to a full training session which the auditors will have attended. All student auditors will have a Green Impact auditor badge on.

I hope you’re looking forward to your audit and sharing everything which you’ve achieved. If you have any questions at all about the process, don’t hesitate to get in touch. Good luck!

Many Thanks,

<Insert GI Project Officer signature here>
