	 CASE STUDY GUIDANCE NOTES

	

	We would like to publicise the environmental activity that your organisation has been undertaking.  To help us produce a case study, please complete the following template (please expand boxes, or continue on a further page, where needed):

	

	1.  ORGANISATION NAME

	

	2.  ORGANISATION CONTACT ADDRESS, WEBSITE, PHONE NUMBER:

	

	3.  PLEASE PROVIDE A BRIEF DESCRIPTION OF THE ORGANISATION – SIZE, SECTOR, NATURE OF BUSINESS

	

	4.  BUSINESS PROBLEM – please describe the scenario before implementing environmental action, including facts and figures if possible.  How and why did you identify the need for change?

	

	5.  PROBLEM RESOLUTION – what environmental activities did you introduce to address the problem outlined above.  How was this achieved?  Did you receive external help?  What was actually introduced?

	

	6.  ACTUAL MEASURABLE RESULTS – what measurable results have been achieved as a consequence?  Financial, quantity and time saving measures etc

	

	7.  CHALLENGES – what challenges had to be overcome to implement the actions eg management support, employee participation, upfront cost, technical issues etc and how were they resolved?

	

	8.  BENEFITS – What other benefits did you realise in addition to those mentioned under ‘6’ above?  For example staff motivation, publicity etc

	

	8.  ORGANISATION QUOTE – using your answers from questions 6 and 8, or other areas not already mentioned, please provide a quote / statement from an appropriate employee or manager about the difference the actions have made:

	

	9.  LOOKING FORWARD – what are the next steps with environmental activities, and how do you help it will support/improve the organisation

	

	Please provide the following ADDITIONAL INFORMATION (where available) for use in the case study (tick if supplied):

	

	   -   Organisation Logo
	
	 Please attach

	
	
	

	   -   Relevant photographs of actions
	
	 Please attach

	

	   -   Other relevant awards
	
	 Please describe and attach logo(s)

	

	   -   award descriptions: 

	

	Go Green Richmond upon Thames award status:
	Merit
	
	Advanced
	
	Exceptional
	
	

	

	Important case study usage questions (please tick):

	

	Once the case study is signed off, are you happy for it to be reproduced on the Go Green Richmond upon Thames  website and as a paper copy for events?
	

	

	Once the case study is signed off, are you happy for case study content, including quotations, to be used elsewhere, for example in press releases?
	

	

	Please provide a key contact for the case study:

	Name:

	Telephone:

	Email

	

	Is this person happy to be included in the case study as a contact for more information?
	

	WHAT HAPPENS NEXT?

	A draft case study will be sent to the key contact for review.  Once the contact is happy to ‘sign off’ a final version on behalf of the organisation they must send an email to confirm their agreement.

	Thank you for your time.  We hope this case study encourages other organisations to follow your example and also provides good publicity for you too.


