Departmental Email - skeleton
 xxxxx and I are team members in the COMP 4923 Green IT class.  As referenced previously in an email from  Dr. Danny Silver, we are conducting department audits to assess the impact of computers and related peripherals on the environment in terms of energy use and consumables.  The purpose of this audit is to determine the impact of computer technology on our carbon footprint at Acadia.   Our plan is to collect and analyse date from your unit and to present our findings and recommendations to you.   No private or organizational information will be recorded and none of the computer systems will be disturbed.  

We anticipate this audit will take no longer 2-3 hours.  We will need to meet with a person who knows about the use of the computers in the unit and has access to them.   We may not be able to access all computers in the unit, but our goal is to see at least 10 plus their associated peripherals.
We plan to: 

a) Conduct a pre-audit interview (15-30 minutes) - Understand where equipment is and who to speak with

b) Create an inventory of computers and peripherals – laptops, desktops, servers, other. A data collection sheet will be needed

c) Collect data on each piece of equipment. A detail sheet for each item will be needed (See below).

d) Conduct a post-audit interview (15-30 minutes) - Clarify / ask questions that may have come up during data collection.

e) Plan a return visit to make a PowerPoint presentation of our findings and recommendations.

We will bring all materials necessary for the audit.    We would prefer to visit your unit at the following times:    

As the due date for our team project is Feb 17,  we would greatly appreciate a reply by Tuesday, February 9, so that we can set up a meeting date to conduct the audit.
 

Sincerely, 
Yyyyyyy and  Xxxxxx

Pre Audit Interview Agenda - - skeleton
-Introduce you team and thank the unit
-Review the process:

a) Conduct pre-audit interview (15-30 minutes) - Understand where equipment is and who to speak with

b) Create inventory of computers and peripherals – laptops, desktops, servers, other. A data collection sheet will be needed

c) Collect data on each piece of equipment. A detail sheet for each item will be needed (See below).

d) Post-audit interview (15-30 minutes) - Clarify / ask questions that may have come up during data collection.

e) Plan a return visit to make a PowerPoint presentation.

Ask preliminary / inventory questions such as:

-How many computers  and printers are in your department? 
-Is there certain computers that must be left on?

-Do you know how old most of the computers in your department are?

-Are you planning on purchasing computers anytime soon?

-How well do you think your department is currently doing?

-Is there any rooms we can't get access to?

Do you know how many computers are in this room? When are they used?

-How many people use a particular computer?

-Does your department have a server?

-How much paper and toner does your department use?

Is it recycled? How do you recycle it? How do you obtain recycled materials?

-When would an appropriate time be to come back and present our data?

-If we need further assistance who can we contact?-Is there anything you would like to know?

-Is there anything that must stay on during the night or weekend?

-Is there any particular results you are looking for?

