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If you have further enquiries about the Labelling Scheme you may email us at loop@wwf.org.hk or call +852-2161-9672
Form *(a): 
Verification Service Provider Contract 

	To
	:
	
	From
	:
	

	Company
	:
	
	
	
	

	Your Tel No
	:
	
	Our Tel No.
	:
	

	Your Fax No
	:
	
	Our Fax No.
	:
	

	Date
	:
	
	
	
	


Dear [name of contact],
Confirmation of the Low-Carbon Office Operation Programme (LOOP) Labelling Scheme On-site Assessment Date Reservation (Our Job Ref. [reference number])

Thank you for your participation in the Low-carbon Office Operation Programme (LOOP) Labelling Scheme. The following date has been reserved for the upcoming on-site assessment for [company name]: 

Reserved On-site Assessment Date: 
[date of assessment]
To comply with the regulations of the verification service, we require your confirmation of the reserved on-site assessment date within 2 weeks from receiving this notification by signing and returning fax at [fax number] or by email to [email address]. Or else, the assessment date could not be reserved.  
An additional fee of 50% of the assessment fee will be charged for a request of change in the assessment date in less than ONE month before the confirmed date of on-site assessment.

Your Immediate Assistance

Should you need any clarification on assessment scheduling issues, please contact our Ms Cindy Fong at +852 2161 9672 or email at loop@wwf.org.hk.

Payment for the Assessment

Invoice will be forwarded to your company soon. Please kindly settle the assessment fee ONE month before the on-site assessment date by sending a cheque payable to “Registered LOOP Verifier.” and indicating your company name and job reference at the back of the cheque. 

	Confirmation of the Low-carbon Office Operation Programme (LOOP) Labelling Scheme On-site Assessment Date Reservation
 FORMCHECKBOX 
 
We hereby accept and confirm the LOOP Labelling Scheme on-site assessment date for [company name] on: [date of audit]
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Contact Person: 
[name of contact person here]
Email:
[email of contact person here]
Signature
:  
(full name:



)

Date
:



Please kindly return the completed form by fax: [fax number] or by email: [email address]
** Number of assessment days may be affected with system change(s), our Programme Administrator would contact you if necessary. 


Form *(b):

 Low-carbon Office Operation Programme (LOOP) Labelling Scheme 
On-site Assessment

Documents Requirement:

1. System documentation (if any):

a. Climate change or environmental policy

b. Climate change or environmental objectives and targets related to reducing carbon emissions

c. Procedures or work instructions aiming to reduce carbon emissions (if any)

d. Other relevant documents as deemed useful for this purpose.

2. Site documentation

a. Map / floor plans of premises and surrounding area

b. Quantity, type/model and location of main facilities, such as but not limited to:

i. Heating, Ventilating, and Air Conditioning

ii. Lighting 

iii. Company signage and fixtures

iv. Computer equipments

v. Office equipments

vi. Equipments in pantry

vii. Emergency lighting and fire fighting equipments, etc

3. Operational Behaviour / Records (within the recent 3 months)

a. Paper usage records

b. Electricity Bills

c. Water Bills

d. Towngas Bills (if applicable)

e. Equipment / facility maintenance records

f. Business travel tickets / records (including traveling distance / mileage if possible) such as but not limited to:

i. Airplane travel

ii. Taxi travel

iii. Company vehicle travel (gas bills)

iv. Other traveling records (if any, please specify)

g. Staff training relating to climate change / carbon emissions reduction 

h. Carbon offset initiatives (if any)

4. 
Other 3rd level documents as deemed useful for this purpose
Join LOOP (fee HK$7500 / year)


Preparation Process


Define Organisational Boundary


Collect Data (min. 9 months, back date data permitted)


Use LOOP tools to calculate and cut carbon emissions








On-site Assessment


Book 3rd party verification service (6 weeks prior to onsite audit, fee  HK$10,500*(a))


Prepare documents for onsite assessment*(b)


Carry out onsite assessment


Note: *(a) and *(b) forms can be download from website, wwf.org.hk/loop 








WWF Review Process


Review 3rd party audit report 


Rank office’s performance/ label class 


Compile self-declared data 








LOOP Labelling Award ceremony 


Communication














Preparation





Verification





Report Analysis





Label Communication





NOW (Applications 


are accepted 


all year round)








May to Aug 





Sep to Oct 





Nov to Dec 








Company Chop
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