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1.
Introduction


Environmental management has greatly gained in significance within GTZ in recent years. As a basic corporate principle, senior management strives to attain an efficient and ecologically sustainable management style
. The following challenges and goals have been identified by senior management for the years ahead: 

· Integration of environmental management into the quality management system of GTZ (EFQM) (implemented in 2004),

· Integration of GTZ offices worldwide into corporate environmental management. 

On the basis of this, the idea evolved, building on previous experiences in other countries, to design guidelines for GTZ offices worldwide. In this way, the offices are to be aided in firmly establishing environmental management in their offices through the preparation of an environmental audit. With reference to Latin America and the Caribbean, pilot experiences from selected offices in Managua, Quito and Lima are currently available.

2.
How do GTZ offices benefit from an environmental audit?


In effect, an environmental audit pursues the following goals: 

· The environmental audit forms the data basis for a systematic identification of strengths and weaknesses of corporate environmental management

· The environmental audit constitutes a building block of efficient environmental management

· Information distribution and awareness raising among employees and a limited segment of the public.

The benefit, that is inherent to the preparation of an environmental audit, reveals itself in several ways.

Through the good housekeeping inspection, weaknesses, which could present a safety hazard (e.g. missing fire extinguishers or blocked emergency exists), are revealed. Moreover, through a more conscientious use of resources such as water, paper or energy, costs can be reduced. 

Operational procedures are to be analysed and processes improved or simplified if necessary. 

A side-effect is the increased credibility of GTZ in partner countries. Particularly when the priority of a programme lies within the environmental field, a functioning environmental management system enhances the image of GTZ.

The experiences that the pilot offices made with the environmental audit were indeed positive.

For example, Harald Spahn reported from Lima, that generally employees were made aware of environmental issues, energy was consumed more efficiently in the offices and that an emergency plan for crisis situations was established. 

3. What does preparing an environmental audit involve?


Of course, the preparation of an environmental audit does involve a certain amount of effort. The Good Housekeeping inspection has to be carried out and the data for the audit has to be recorded i.e. collected and entered into Excel spreadsheets. 

Following this, the results will have to be analysed and measures to improve the environmental situation will have to be implemented.

First of all, it is important to assign overall responsibility of the project to an employee in the office or an external consultant. 

If the preparation of the environmental audit is to be undertaken in corporation with an external consultant, it will take around 2-6 days to prepare the audit, depending on the experience of the consultant and the availability of the necessary data. The costs will amount to approximately 1000 Euros depending on the type of consultant contracted. 

On top of that, an internal overhead of approximately 5 expert days will be incurred. This time frame is calculated rather generously and includes all meetings (preparatory meeting for Good Housekeeping, discussion of results of the Good Housekeeping inspection etc.) 

The Good Housekeeping inspection will only need to be carried out once. An environmental audit is to be prepared on a biannual basis. The effort is thus greatly reduced in the ensuing years and an external consultant will no longer need to be contracted.

4.
How do I prepare an environmental audit in my office?


The environmental guidelines developed by us for GTZ offices consist of various modules which can be used independently of each other.

In the first year, it is advisable to carry out a Good Housekeeping inspection to gain an overview of the status quo and the environmental impacts as well as to prepare an environmental audit.

On a biannual basis follow-up audits should be prepared in order to gauge developments within the environmental management of the individual offices. Furthermore, in this way, comparative data for the environmental management at headquarters is to be generated.

The Good Housekeeping inspection can be conducted any time of the year. 
The environmental audit should be prepared at the beginning of the year, or at the same time as the financial statement of the office, i.e. it makes sense after the annual account. 

4 a)
Procedure:

· Appointment of a person or external consultant who is to be responsible for the conduct of the entire process.

If the person responsible for this process is to be an external consultant, all necessary preparations for the recording of data should be carried out before the consultant starts working in order to avoid delays.

· Presentation of the content of and the reasons for the preparation of an environmental audit to all employees. 
It should be explained, why the office has decided to carry out an environmental audit, what elements the environmental management will consist of and how the individual employees can contribute to the successful implementation of the environmental management system.

· Good Housekeeping inspection in cooperation with employees of the office

· Conduct of a workshop, during which strengths and weaknesses are analysed and measures for improvement are defined.

· Collection of data for the environmental audit

· Transfer of data into Excel spreadsheets and analysis of data

4 b)
Good Housekeeping inspection

The Good Housekeeping inspection according to P3U is a good introduction to internal environmental management.

The checklists are instruments with which the country offices can be analysed with respect to environmental aspects without the need for an external facilitator. The lists help to identify possible causes of environmental problems and suggest measures to solve the identified problems. 
Besides the identification of major areas that need to be focused upon and priorities, they help to recognize certain activities to improve the environmental situation and occupational safety as well as cost-saving potentials.

During the inspection in Lima e.g. an increased water usage by 100% was discovered which was caused by a leakage in a water pipe. Due to the low cost of water, this was only discovered during the inspection.

A systematic inspection of various resources often leads to eye-opening discoveries. However, a lot of the time there is no reference point available in order to be able to evaluate whether the data and facts obtained are good or bad indicators and hence, the additional preparation of an environmental audit is useful.

In general, it is sufficient to carry out the Good Housekeeping inspection at greater time intervals and to only prepare environmental audits in the ensuing years in order to evaluate how the environmental situation in the offices is developing. 

The Good Housekeeping inspection, during which the checklists developed by P3U are to be filled in, is to be conducted in cooperation with one or more employees of the office.

In this way, discussions about the histories and causes of environmental impacts are promoted. Furthermore, the individual employee will be motivated to develop and implement environmentally-orientated measures. 

The checklists consist of two parts: a questionnaire and discussion papers.

(1) The questionnaire contains questions that are bundled according to topics. It is possible for the user to make additional notes in a separate space. The following example will illustrate this more clearly:

1. How much time do you invest into the procurement of materials?

	
( too little ( appropriate ( too much

	Notes:

Since I am responsible for other tasks, I don’t have TIME to take care of the procurement of office materials. Therefore, the range of environmentally-friendly products available on the market is not analysed sufficiently.


(2) The discussion papers can be used to consider environmental impacts and environmentally-friendly alternatives. 

Now the most important problems should be discussed in a workshop with all employees and priority measures to improve the environmental situation developed.

4 c)
Preparation of an environmental audit

A systematic collection of all inputs and outputs of a country office should be undertaken over a certain period of time. 
This will form the basis for the evaluation and presentation of the environmental impacts of a location. Moreover, it can be used to monitor success of individual environmental management measures.

For the preparation of your environmental audit, several Excel spreadsheets are available into which the data – energy, paper, CO2, water, waste, procurement – generated in your office and property data can be entered. As soon as you have entered all the data, the specific spreadsheets will automatically generate key figures.

An important argument for the preparation of an environmental audit is the possibility it opens up for monitoring data over a longer period of time. Thus, potentials for improvement can be recognised and comparative data assimilated. The more country offices that prepare an environmental audit, the more data of various offices can be analysed at headquarters and hence, the more meaningful the comparative data becomes.

4 d)
Components of an environmental audit

Components of an environmental audit

In the following, the individual components that need to be considered during the preparation of an environmental audit and/or an environmental check are to be presented briefly. The suggested measures are from Brazil and are to be understood as suggestion only. They cannot necessarily be applied to every country. The following list contains only examples; it is not complete.

Paper: 

· Consideration of the principle of ‚avoidance’ and raising awareness among employees with respect to paper consumption. 

· Use of environmentally-friendly photocopying machines and printers; consideration of recycling options of printing cartridges and toners when purchasing new equipment, duplex printing

· Use of recycled paper
Waste:

· Analysis of waste types and amounts, 

· Setting up of a recycling quota (compare: at headquarters the recycling rate is currently 78%),

· Investigation of the potential for recycling for the following products:
- paper and cardboard, 
- glass, 
- metal, 
- plastics

· but also 
- CD-ROMs, 
- printing cartridges 
- batteries, 
- used office furniture,
- discarded PCs and peripheral equipment. 

The topic of waste recycling can only be discussed if suitable disposal possibilities exist. Hence, contact to local disposal companies or relevant authorities will have to be initiated. 

Water: 

· Monitoring of water usage and raising awareness among employees with regard to consumption,

· Investigation of technical possibilities such as the installation of ‘stop and go’ flushes and water taps with water-saving faucet aerators, 

· Examination of the technical and legal possibilities of installing an individual consumption meter and appropriate billing, 

· Investigation of the technical possibilities of using used or industrial water (rainwater).

In general, attention should be paid to intensive environmental communication with the goal of reducing water consumption of employees and people servicing the office building within the context of the office structures used.

Energy:

Surely an important factor of the environmental audit is the energy consumed through the use of air conditioners and/or heating. The potential of saving energy should be looked at closely. 
Measures: 

· Regular maintenance of air conditioners, 

· Use of ventilators and (natural) ventilation of office spaces, 

· Use of the energy-saving ‚stand-by’ modus and voltage regulators that can be turned off with respect to PCs

· Do not put the heating on and leave windows open at the same time

CO2 – emissions

Energy consumption (especially due to air conditioners and heaters), commuter traffic (travel to and from the office) and business trips lead to CO2 emissions. The greatest part of CO2 results from business travels (compare: at headquarters CO2 emissions amount to 15.500 tons annually). 

Most probably e.g. business travel (nationally and internationally) is difficult to reduce. However, several aspects should be taken into consideration:

· Listing and taking account of the actual business trips undertaken (by the office as well as projects) and raising awareness among employees. 

· Investigation of possible saving potentials through the use of available communication media as well as new technologies such as e.g. video conferencing and/or visual and audio connections via Internet (Web-cam)

Moreover, when purchasing vehicles, petrol consumption should be taken into consideration and the environmentally-friendly disposal of discarded oil paid attention to.

5.
Contact


Examples for the preparation of your environmental audit can be found in the inter- and intranet. Here all environmental audits of GTZ as well as those from the offices in Quito, Managua and Lima are published.

www.gtz.de/umweltbilanz
If you have any questions, please feel free to contact the environmental officers Guntram Glasbrenner and Anja Wucke at any time under umweltbeauftragter@gtz.de.

6.
Materials

The following documents are available electronically and will aid you in the establishment of an internal environmental management system.

	Document
	Available:

	Excel spreadsheets for the preparation of the environmental audit
	In the appendix as well as the intranet of the environmental officer

	Check lists for Good Housekeeping
	In the appendix, at P3U, as well as in the intranet of the environmental officer 

	Die Einbindung der GTZ Außenstruktur ins innerbetriebliche Umweltmanagement - Eine Einführung (PPT Präsentation), German
	In the appendix as well as the intranet of the environmental officer

	Integration of GTZ offices in Environmental Management - An introduction (PPT- presentation), English
	Intranet of the environmental officer

	Guidelines for the preparation of an environmental audit 
	Intranet of the environmental officer

	Environmental audits of GTZ
	Intranet/ Internet


� GTZ; „Mit Volldampf für die Umwelt“, Environmental audit 2001 


� If you are interested in more precise information about the concept of preparing an environmental audit, please refer to the guidelines for the external structure. (only available in German)





