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LEARNING OBJECTIVES

•	 Describe the features and eligibility.

•	 List and explain the EB Environmental Assessment 
Areas.

•	 Understand the assessment and certification process.

Green Globes EB 
Program

SECTION 8
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The Green Globes for Existing Buildings rating system assesses actual building performance and operations 
by helping  building owners and facility managers benchmark their progress, track return on investment (ROI), 
and avoid performance slippage. 

Program Features

SURVEY

The Green Globes for Existing Building program 
includes one online survey which is required as 
part of the assessment process. Different than 
NC and SI, the EB survey is used by both the 
user and the assessor.  Only one version of the 
survey is retained with the most recent saved 
responses.  

The survey is broken into sections and criteria. 
Criteria are allocated specific point values 
according to the response provided (Yes, No, 
N/A, or a threshold value). The user must select 
“Save and Continue” at the bottom of each page 
to save responses and advance to the next page.

The Green Globes online system is interactive 
and automatically calculates the projected Green 
Globes score based upon the entered responses 
to the survey questions. Each time the user 
saves, the projected score updates accordingly. 

The system also indicates how many pages of the survey have saved responses.  Please note, the count is 
based upon the selecting “Save and Continue”, so if a user does not answer any questions, but still saves, the 
system will still count that page as answered.   

Many many of the criteria are accompanied by helpful “ToolTips” that provide guidance, additional information, 
or detailed explanation. ToolTips can be viewed by hovering your cursor over a criteria number.

PROJECT LIST

Once you launch the project from your GBI 
Account, you will have access to the Project List 
which will display the project name, the project 
manager, and the building address as entered 
within the basic building information.
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BUILDING DASHBOARD

After a building is added and the basic building information is saved, the Building Dashboard is available.  
From this screen, you can see the survey completion progress of the six sections that correspond with the EB 
assessment areas (Energy, Water, Resources, etc.).  The dashboard is color-coded to indicate the section 
status:

Red:  Not Started  
Blue: In Progress 
Green: Completed  
 
As previously stated, the status is dependent 
upon selecting “Save and Continue”, not upon 
populating the responses.

You can access any section of the survey by 
clicking on the corresponding colored box within 
the dashboard.

AUTOMATED REPORT

A unique feature of the EB program is the an 
automatically-generated report based on the 
responses provided within the EB survey.  The report 
includes the overall projected Green Globes score as 
well as a bar chart summary showing the projected 
score in each assessment area.  

		

Overall Score %

Assessment Area Score %



SECTION 8  |   Green Globes EB Program	 Page 122 

									         The report also presents a summary of 
									         achievements, improvement suggestions, 		
									         and references to relevant technical 			
									         resources.  The suggestions presented are 		
									         based upon the survey responses and 		
									         performance data provided and, thus, are 		
									         customized to a limited extent.

Summary of Achievements

Suggestions for Improvement
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VERIFIER’S WORKSHEET

Akin to the Printable Survey with Scores for NC 
and SI, the Verifier’s Worksheet displays all criteria, 
saved responses, applicable points, and scored 
points. It also includes the project rating percentage 
by assessment area as well as the overall rating 
percentage.

a

Overall Score %

Area Score %

Area Rating, Applicable and Scored 
Points

Section Applicable and Scored 
Points

Criterion Applicable and Scored 
Points

Response
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NAVIGATION 

As mentioned above, you 
can access any section of 
the survey by clicking on the 
corresponding colored box 
within the dashboard.  You 
can also navigate by using the 
upper toolbar.  From the toolbar, you can access 
the Building Dashboard, or select a specific 
section of the survey. 

You can also select “Complete Questionnaire” 
which will take you to the first incomplete section 
of the survey.

Or you can select the “go to section” which 
provides a drop down for you to select a specific 
section to access.  

You can also access an automated report and 
verifier worksheet we will discuss in the following 
pages. 
 

From the top blue navigation, you can 
return to the Project List, access survey 
instructions, or select “Manage My 
Account” to return to your GBI Account.

Upper Toolbar
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The survey instructions provide links to a blank printable survey, an explanation of the Building Dashboard, and  
some additional notes about navigation and tooltips.

COLLABORATION

If you want to grant access to the EB survey for additional team members, you may use the collaboration 
function.  This will allow those granted access to view and update the survey from within their own GBI 
Account. You can view who has been assigned collaborator access.  The individual from whose account the 
project was ordered will show as the project owner, all others who have been granted collaborator access will 
show beneath the owner.  It is important that a single user is in the survey making updates at any given time to 
minimize the chance users are erroneously overwriting responses.  

Eligibility Guidance

Green Globes for Existing Buildings (EB) is used to assess and certify existing buildings, recognizing that 
sustainability is an ongoing process requiring continuous evaluation and benchmarking.  Using this tool 
enables building owners/managers to focus on sustainability, gives them options when considering capital 
improvements or implementation of best practices, and allows them to track and rate the benefits of various 
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building attributes and procedures.  Existing buildings pursuing EB certification may have been certified 
previously under Green Globes NC, EB, had spaces within the building certified under Green Globes SI, or 
pursuing their first certification.  A building undergoing assessment under this program typically exhibits the 
following characteristics:

•	 Is located in the U.S. or within a U.S. Territory.

•	 Is at least 400 gross square feet.

•	 Has been occupied with at least 12 consecutive months of normalized operational energy and water 
performance data.

•	 Is a permanent enclosed structure. 

•	 Has a contiguous project boundary and its site.

•	 Is typically designed for human occupancy with HVAC and water.

More details regarding eligibility can be found in the Green Globes Building Eligibility Guidance document 
located in the Training & Resources\User Resources\Downloads link on GBI website.

Tasks & Estimated Time Commitments

Although the time line of each Green Globes EB assessment and certification project is unique, the entire 
process generally can be completed in 3-5 months.  The certification time line is largely dependent upon the 
client in regards to completion of the online evaluation and availability and organization of the supporting 
documentation.  

Green Globes EB focuses 
on real, quantifiable 
performance data and 
management practices; 
consequently, EB has 
only one assessment 
stage rather than the two 
stages required for NC 
certification.
 

 
The following table lists the specific tasks GGPs may perform when taking a building through the Green 
Globes EB  process.  Before the project begins, the client and the GGP agree to the scope of services to be 

EB survey  
completed

EB 
Assessment 
scheduled & 
completed

Report 
prepared, 
reviewed, 
approved, 
issued to 

client

Recognition 
order & 
delivery

Order & pay 
for GG EB 

Online Survey 
& 

Assessment

3 – 5 months

1 – 2 weeks
4 – 6 weeks

3 - 4 weeks

4 - 6 weeks
Timeframes are estimates*

Process Begins

1 - 2 weeks

http://www.thegbi.org/files/training_resources/Building_Eligibility_Guidance_Final_070115_.pdf
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provided, and GGPs provide an estimate of the number of work-hours required to complete that scope of work.  
Clients may elect to perform all of the GGP (user) functions themselves, assign part of the project to a GGP, or 
assign the entire project to the GGP.

The table presents a range of work-hours for a typical 100,000 square foot office building where the role of the 
GGP is that of a “Green Facilitator.”  However, the number of hours required can vary greatly depending on the 
building size, characteristics and complexity as well as the level of required documentation readily available 
from the client.  As expert users of Green Globes, GGPs will be able to perform the required project tasks more 
efficiently than untrained users due to the GGP’s thorough understanding of the process and familiarity with the 
available tools.

Green Globes Projects Tasks for EB Estimated Work 
Hours

Project management & client meetings 4 - 8
Gather and assemble data for the online survey 12 - 20
Complete online survey 2 - 8
Prepare documentation package for the on-site assessor review 12 - 20
Plan and attend the EB on-site assessment 4 - 12
Post assessment action items (review report and share results) 4 - 8
Recognition 1
Total Hours 39 - 77

Assessment Areas

The maximum points 
possible within 
Green Globes for 
Existing Buildings are 
distributed among six 
assessment areas.  
As a reminder, small 
office buildings within 
the EB program have 
985 maximum possible 
points, and large office 
buildings have 1000.  
Just as in NC and SI, 
Energy has the largest 
percentage of points 
in the EB program.  
Indoor Environment 
and Emissions are 
the next two heavily 
weighted areas.   

1000 Possible Points

Emissions
17.5%

Energy
35.0%

Water
8.0%

Indoor 
Environment

18.5%

Resources
11.0%

Environmental 
Management

10.0%

Existing Buildings 6 Areas of Assessment
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 ENERGY

The prominence of energy performance and conservation related criteria is also demonstrated in Green Globes 
EB, with 35% of all available credit allocated to energy topics. This area includes an energy performance 
criterion as well as prescriptive energy criteria.

Energy performance measurement relies primarily on ENERGY STAR – Portfolio Manager, for the occupancy 
types eligible within the ENERGY STAR award and labeling program. For those building types not eligible 
for the ENERGY STAR award program, GBI has adopted an alternative measurement protocol; energy 
consumption performance percentage improvement over a minimum four year consumption review period.  
This award points based upon a scale for percentage improvement.  The client must have verifiable energy 
consumption data available for the required time period, aggregated as necessary to perform the specified 
benchmarks and comparisons. This method requires manual analysis and calculations in contrast to utilizing 
Portfolio Manager. The client would need to hire an energy professional to perform the calculations.

The prescriptive energy criteria comprehensively cover the building envelope, building equipment and systems, 
and other aspects of the building that relate to energy. Renewable energy options include Geo-thermal, and the 
transportation subsection includes alternative refueling facilities. In addition, approximately half of the section 
dwells on energy management topics, including policies, procedures, training and best practices , recognizing 
the critical importance of management in the continuous improvement  of building energy performance.

WATER

In a similar manner to Energy, Green Globes EB provides a focus on both whole building water performance 
and prescriptive water efficiency criteria, as well as a host of management topics. The whole building criteria 
awards performance credit based on actual water consumption. Offices has an integrated point scale to award 
credit, based on actual yearly consumption thresholds. Other building types should use the Green Globes 
Water Consumption Calculator.

RESOURCES

Within the EB program, a review of facilities for recycling and composting are followed by a waste reduction 
work plan subsection, including a metric for improving waste management – the waste diversion rate. The end 
of the Resources section treats site criteria, including contamination and site enhancements.

EMISSIONS

Low NOx heating equipment is treated first in this category and is heavily weighted. Refrigerants and 
refrigerant management practices follow, and then an extensive treatment of site and building characteristics 
related to contamination and hazardous substances. Underground storage tank management, drinking water, 
and a thorough treatment of consumable hazardous substances used in the building and grounds conclude 
this section. 

INDOOR ENVIRONMENT

The  EB Indoor Environment section covers most of the same subtopics as GG NC, but with an emphasis on 
management, response and operations. Ventilation addresses both the building and parking facilities. Indoor 
pollutants appropriately emphasizes potential problems with existing buildings, such as mold, housekeeping 

http://www.thegbi.org/files/training_resources/Green_Globes_Water_Calculator.xlsx
http://www.thegbi.org/files/training_resources/Green_Globes_Water_Calculator.xlsx
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cleaning agents, local exhaust, etc.  Lighting includes both quality and O&M procedures. The Acoustics 
subsection addresses actual sound transmission and sound privacy criteria. 

ENVIRONMENTAL MANAGEMENT

The umbrella management process underpinning the criteria in this environmental assessment area is the 
environmental management system (EMS). Key EMS elements include updated policies, action plans for 
improvement, as well as training and education. Building specific areas that directly impact environmental 
management and improvement are also addressed. Purchasing policies and practices are especially 
emphasized. Emergency response planning  and management are comprehensively covered for both  
environmental and environmental health incidents. Finally, as with any complete EMS, “tenant” communication, 
awareness and input is included. ‘Tenant’ is to be interpreted as any users of the building, but especially the full 
time occupants. 

Assessment Guidance

MULTI-USE BUILDINGS

When a building has multiple uses, the criteria may apply differently depending upon the use.  For example, 
a theater with concessions and an office space.  Daylighting will negatively impact the conditions for viewing 
within the theater, but is important in the concessions area and office space.  

How are these situations handled? The assessor will pro-rate the applicable points according to the percentage 
of building for each occupancy type.  If the theater is 70% of the square footage and the office space is 30%, 
Daylighting would be N/A for 70% of the points.  If daylighting is worth 10 points, then 7 points would be N/A 
and 3 points would be applicable.  Point awards are based upon compliance to the criterion, so if they office 
space has appropriate daylighting to warrant credit, you would be awarded 3 points yielding 100% compliance.

SPACE WITHIN A COMPLEX OR WITHIN A LARGER OFFICE

Spaces within a larger office or complex can be certified with the Green Globes EB program.  In addition to 
the direct leased space, shared spaces can be included in the assessment, such as restrooms or custodial 
spaces.  

This type of assessment is not without its challenges.  Not all items being assessed are in direct control of the 
lessee; however, the tenant is encouraged to influence building management regarding decisions that impact 
the sustainability of the space and site.  Undergoing an assessment will likely require collaboration with the 
lessor or property manager.

Even if the client is not in direct control, some items may still be applicable.  For example, water consumption 
data for water performance may not available, but the criteria for water may still be determined to be applicable 
since water consumption is a critical aspect of sustainability.  
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Assessment Process

ON-SITE ASSESSMENT & CERTIFICATION MAP

The Green Globes for Existing Buildings assessment process involves one stage; the On-Site Assessment. 

REQUEST & VIEW A QUOTE

Every assessment must have a quote which will be used when ordering the assessment. 

Create a GBI Account

To request a quote the project manager will need to create a GBI Account.  To create an account, follow these 
steps:

From the GBI website, www.thegbi.org select “Create Account”.

On-site 
Assessment

Project Manager  
Completes GG EB 
Survey & Gathers 

Documentation

Project Manager  
Prepares for 

Assessor Review

GBI Schedules On-
site Assessment 

GG EB 
Rating & 

Certification

Assessor 
On-Site Review and 

Final Report

GBI
Reviews and Issues 

Final Report

Project 
Manager/Client 

Request a Quote

http://www.thegbi.org


SECTION 8  |   Green Globes EB Program	 Page 131 

Complete the account 
information.

Read and accept the terms of 
service. Enter the CAPTCHA and 
select “Create Account”. 

Request a Quote

To request a quote, login to your GBI Account.  
From the green toolbar, hover over Green Globes Projects 
and select “Request a Quote”.
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You can select a previously created project 
from the drop down list, or create a new one.  

If you create a new project, add your project 
name and select the program type from the 
drop down list.

Select “Create New Project”.

Complete the Quote Form. Please be sure to enter integers 
only in the square footage field (no commas or periods). Note 
that Google Chrome seems to work better than Firefox for 
completing the form. 

When the form is complete, 
select “Submit Quote Request”.
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GBI will prepare a formal quote within two business days of receiving the quote request.  The quote will be 
visible from within GBI Account of the person who requested the quote.  In addition, GBI will send the quote in 
PDF format via email.  

View a Quote

To view your quotes, access your GBI Account and select “Green Globes Projects” in the green toolbar.  From 
the left navigation select “My Quotes”.  Or you may hover over the Green Globes Projects and from the fly out 
menu select “My Quotes”.

Select the project from the list for which you wish to view the quote.
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The quote will display.

REGISTER A PROJECT

Some clients elect to register their project and submit payment to gain access to the online survey in advance 
of purchasing an assessment. 

If you wish to register a project prior to purchasing an assessment, hover over the 
Green Globes Projects link in the green toolbar and select “Register a Project”.

From the GBI Store, select “Configure” under 
the header GG EB Project Registration.
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Under the Add New Project section, enter the project name and select 
“Create Project”.

If you have already added your project name but did not complete 
your project registration, your project name will be in your 
project list.  From the Associate your Project screen under “Select from 
your projects section, choose the project from your drop down list and 
click “Select Project”.

An alternative method to select your project is to go to your list of Green Globes 
projects by hovering over Green Globes Projects in the green toolbar and select 
“Existing Building Projects”. 

From your project list, click on the project you 
wish to register.



SECTION 8  |   Green Globes EB Program	 Page 136 

Select “Register Project”.

Select “Continue to Checkout”.

Complete your billing and shipping information and select 
“Continue”.
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Read and Accept the End User License 
Agreement and select “Place Order”.

ORDER AN ASSESSMENT

When ready, you may order the third-party assessment online through the GBI website using the following 
steps.  (Note: for large orders of multiple buildings, GBI can place the orders on your behalf for a nominal 
administrative fee.)  The project should be ordered against the same account connected to the quote and if 
applicable, the previously ordered project registration.

If your quote included a project registration in addition to an assessment, you can register your project and 
order the assessment at the same time.  To order the assessment, follow these steps:

From the account the quote is attached, log in from www.thegbi.org. Hover over 
Green Globes Projects in the green toolbar and select “My Quotes”.

Select the project for which you wish to purchase the assessment.

http://www.thegbi.org
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Review the quote and ensure this is the assessment 
you wish to purchase the quote and select “Purchase Now”.

Review the order, select your payment option, then click 
“Continue to Checkout”.

										          Select “Continue”.
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Complete the billing and shipping information 
and select “Continue”.

		
									         Review your order.  Read and Accept the 		
									         End User License Agreement and select 
									         “Place Order”.

							     
	

A GBI staff member will contact you via email to confirm receipt of your order, outline your next steps, and 
answer any questions.

ON-SITE ASSESSMENT

The purpose of the On-Site Assessment is to verify the level of compliance to the Green Globes criteria which 
results in the final assessment rating and certification level (certification is based upon a minimum score of 
35%).



SECTION 8  |   Green Globes EB Program	 Page 140 

Complete the EB Survey 

Every assessment begins with the completion of the online survey.  You will have access to the survey once 
the project registration is paid.  Completing the EB survey may require input from the Facility Manager, Energy 
Engineer, Building Owner, Human Resources Staff, and on-site Environmental Coordinators.  There are also 
questions that ask if the owner has conducted annual occupant surveys to gather data on their general health, 
comfort, and well-being as well as how informed occupants are about energy policies and opportunities to 
conserve resources.

Add Project and Complete Basic Project Information

The first task is to connect your project to the survey.  To add your project, login to the GBI Account from which 
the assessment and/or project registration were ordered.

Select “Green Globes Projects” from the green toolbar.  

				    Select “Existing Building Projects”

Select “Launch Project” next to the project you 
wish to open. 

Select “Add a New Project”. 
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At the top of the screen select the button to 
indicate you intend to complete a full assessment 
on this project.  Complete the remainder of the 
Basic Building Information and select 
“Save and Continue”.  

After you click “Save and Continue” you will be on the 
first page of the survey. 

Access the Survey in Subsequent Sessions 

If you have previously added your 
project and entered your basic building 
information, you will not be automatically 
directed to the Basic Building Information 
page.  Once you select “Launch Project” 
you will be directed to the Project List. 
To access the survey, click on the project 
name link.
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This will direct you to the project 
dashboard where you can click in the 
colored section beneath the area you 
wish to access.  Alternative methods to 
access the survey are to select “Complete 
Questionnaire” or select “go to section”.

Add Collaborators

In addition, if you have other team members 
who require access to the surveys, you may add 
them as collaborators. From your project page, 
click on the name of the project. 

Select “Edit” under the 
Collaborator section. 

Enter the GBI Account User Name for the person for whom you 
wish to grant access. Select “Add Collaborator”.
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Save Responses

Criteria are allocated specific point values according to the response provided (Yes, No, N/A, or a threshold 
value).  

You must select “Save and Continue” at the bottom of each page to save your responses and advance to the 
next page. 

The Green Globes online system is interactive and automatically calculates the projected Green Globes score 
based upon your responses to the survey questions.  Each time you save a page of responses within the 
survey, the projected score updates accordingly.  The system also indicates what percentage of the survey 
has been completed depending on the total number of pages saved (not based upon the number of responses 
answered and saved). 

Pre-Assessment Checklist

The project manager and team should complete the survey and utilize the GG EB Pre-Assessment Checklist 
(available for download online) to record the specific documentation and location within that document that 
supports their responses.
 
This checklist can then be used to assist the team when gathering documentation to submit to the assessor. It
is recommended the team include this file with the documentation packet submission to assist in locating the
specific documentation used to support the survey response. 

It is NOT intended to be used as scoring tool, as it does not contain threshold values for individual responses.  

http://www.thegbi.org/files/training_resources/Pre-Assessment_Checklist_-_EB.xlsx
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The GG EB Pre-Assessment Checklist is an Excel-based document.  The file includes expandable sections to 
be able to view each criterion, associated ToolTips and maximum possible points. a

ToolTips

Maximum Possible Points Assign Tasks and Record Documentation

Expandable Sections
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Gather Documentation

The project manager will ensure all documentation that verifies the survey responses is available and ready to 
provide to the assigned assessor.  
 
Schedule On-Site Assessment

When your project registration and assessment are paid, the online evaluation is complete, and your 
documentation is ready for review, contact your GBI Project Manager to schedule your On-Site Assessment.  
Provide your preferred date range for the site visit.  Keep in mind that a minimum of one month advance notice 
is required for scheduling.  

Your GBI Project Manager will reach out to the pool of certified third-party Green Globes Assessors (GGA’s) to 
determine who is available and best suited for your project.  Once secured he/she will assign an assessor to 
your project and email a scheduling letter that provides the assessor’s contact information and the official site 
visit date.  

The assessor will contact you to discuss specific details of the assessment, including the itinerary, 
recommended participants, etc..  

Prepare for Site Visit
 
When preparing for the On-Site Assessment, you should organize the assessment documentation in the order 
of the criteria within the survey.    
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To help with the organization process, you can print a 
copy of the survey (Verifier Worksheet) that contains 
your responses by selecting “View Report” from the top 
navigation.  

From the report, select the link “Click here to see a 
verifier worksheet for this building”. 

You should also secure a meeting room and arrange for all key personnel to be available during the 
assessment. Schedule a guided site tour.  It should be organized so that the building walk-through occurs in 
an efficient and orderly sequence (e.g. from roof deck through main floors, to basement, to external site) and 
the items to be inspected are seen throughout a single path.  The assessor should not have to retrace his/her 
steps unless certain building features need to be revisited.  

The length of the site visit will vary depending on building size and the level of document organization, but a 
typical site assessment of a 50,000 SF building takes approximately 4 hours.

The assessor will contact the project manager to discuss the site visit and provide an agenda in advance.
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Assessor On-Site Assessment

The purpose of the on-site assessment is to verify conformance to the assessment criteria and determine point 
awards based upon additional documentation and the physical inspection of the building and site.  The site visit 
consists of three phases: the Introductory Meeting, the Building/Site Tour and the Closure Meeting. 

Introductory Meeting

On the day of the site visit, you should meet the assessor at a pre-determined time and place.  The assessor 
will begin with a brief meeting with key project personnel, which should include an introduction of team 
members.  He/she will review the survey and the supporting documentation and will note all documentation still 
lacking.  Be sure to discuss any criteria you believe should be considered as non-applicable and address any 
other questions.

The assessor will look for the following documentation during the visit organized by assessment area.

Energy

•	 Energy Consumption

•	 ENERGY STAR documentation

•	 Work order for energy meter installation

•	 Energy consumption figures 

•	 Utility Bills for the 12 month period

•	 Lighting

•	 Equipment cut sheets and reflected ceiling plan to verify percentage and/or calculations

•	 Boilers

•	 Boiler manuals

•	 Mechanical drawing with layout

•	 Controls

•	 Operating procedures that establish temperature set points

•	 Hot Water

•	 Water heater operating manuals

•	 Standard operating procedures that establish temperature set points or faucet temperatures

•	 Other Energy Efficiency Features

•	 Equipment cut sheets

•	 Operating manuals 

•	 Schematic drawings of CHP
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•	 Green Energy

•	 Copies of contracts with green energy provider or RECs

•	 Envelope

•	 Building condensation report

•	 Industrial Hygienist report

•	 Cut sheets for windows/doors

•	 Data on insulation or building section drawings that show  sealant and insulation details

•	 Energy Policy

•	 Documented energy policy signed by senior management

•	 Energy Audit

•	 Energy Audit report within the last 3 years

•	 Energy Management, Monitoring and Targeting

•	 Energy plan, energy historical data

•	 Documented energy goal with preferably graphical representations to show movement toward 
goals

•	 Energy Training

•	 Individual training plans

•	 Financial Resources

•	 Budget that includes energy upgrades and explains funding source

•	 Sub-metering

•	 Tenant energy readings

•	 Tenant agreement

•	 Drawing of sub-metering layout

•	 Operating Manual

•	 Operating Manual

•	 Maintenance Schedules

•	 Maintenance schedule or reports from applicable computer program

•	 Life Cycle calculations or data that demonstrate how they are used as part of maintenance 
decisions	

•	 Public Transportation
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•	 Bus/Train route maps and schedule

•	 Cycling Facilities

•	 Visit bike racks and changing facilities

•	 Other Measures

•	 Advertising or notices concerning car-pooling etc.

Water

•	 Water Consumption

•	 Water consumption figures and water bills for the 12 consecutive month period

•	 Water Conserving Features

•	 Cut sheets or operating manuals for water saving features, or plan showing how landscape 
minimizes irrigation

•	 Documents for alternate irrigation sources

•	 Water Management

•	 Water management plan

•	 Water monitoring data

•	 Water goals

•	 Maintenance procedures/records
 
Resources

•	 Facilities for Storing and Handling Recyclable Materials

•	 Waste management contracts

•	 Waste Reduction Workplan

•	 Waste Audit report within 3 years

•	 Waste handling reports

•	 Waste diversion goal

•	 Construction waste management plan/policy

•	 Site Enhancement

•	 Environmental assessment data

Emissions, Effluents and Pollution Controls

•	 Boiler Emissions
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•	 Emission data or report

•	 Maintenance report

•	 Refrigerants

•	 Chiller system operating manuals

•	 Management of Ozone Depleting Refrigerants

•	 ODS inventory or report

•	 Maintenance records

•	 Training records

•	 Leak testing results

•	 ODS phase out plan

•	 Maintenance contract

•	 Halons

•	 Validate that none of the sprinkler systems contain halon

•	 Waste Water Effluents

•	 Demonstrate floor and roof drain operations, in addition to storm water routes and protection

•	 Indicate glycol flushing locations and procedures

•	 Asbestos

•	 Asbestos inventory and report

•	 Asbestos management plan

•	 Radon

•	 Radon survey or location maps to indicate radon  risk area

•	 PCBs

•	 PCB survey or report

•	 PCB management Plan

•	 PCB inspection results

•	 Storage Tanks

•	 Storage tank management plan

•	 Reporting results

•	 Upgrading schedule

•	 Testing results
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•	 Emergency response procedures

•	 Records

•	 Closure/removal plans

•	 Drinking Water (lead and bacteria)

•	 Report from local authority to indicate water quality

•	 HCS Program

•	 Provide copies of MSDS’s

•	 Health & Safety and Management of Hazardous Products

•	 Procedures for handling haz mat, records of haz mat & haz waste disposal, and training records 
for staff handling of haz mat

•	 Procedures or scope of work from landscape contractors, pest control contracts
Indoor Environment

•	 Ventilation System

•	 Maintenance records for ventilation system

•	 Results of acoustic measurements

•	 Results of carbon dioxide monitoring

•	 Mechanical drawings showing equipment 

•	 Filtration System

•	 Filter cut sheets 

•	 Demonstrate manometer set points

•	 Humidification System

•	 Humidification system cut sheets or manufacturing information

•	 Maintenance records

•	 Cooling Towers

•	 Maintenance records for cooling towers

•	 Parking and Receiving

•	 Visit parking areas to validate ventilation systems and ensure no exhaust  fumes are permitted 
to reenter the building

•	 Demonstrate the carbon monoxide monitoring in the garage and near boilers

•	 Control of Pollutants at Source

•	 Record of complaints from building occupants
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•	 Procedures to minimize indoor air pollutants at source

•	 Cleaning contract and scope of work

•	 IAQ Management 

•	 Sample forms or contract with tenants concerning IAQ

•	 Record of previous complaints

•	 Indoor Air Quality audit, HVAC operating procedures

•	 Lighting Features

•	 Lighting survey or lighting audit data

•	 Calculations or site plans that indicate day lighting levels

•	 Noise

•	 Demonstrate the noise levels throughout the building

Environmental Management System

•	 Environmental Management System (EMS) Documentation

•	 Environmental Management Plan with applicable goals

•	 The action plan that indicates the schedule for corrections

•	 Environmental Purchasing

•	 The purchasing plan or documents that indicate the preferred environmentally friendly products 
permitted

•	 Copies of documents that demonstrate the review of MSDS are part of purchasing decision 
making

•	 Emergency Response

•	 A copy of the emergency response plan

•	 Applicable  training records 

•	 The operating procedures relative to power failures

•	 Tenant Awareness

•	 Lease agreements or communications with tenants regarding environmental initiatives

•	 Emails, website information, contract agreements, flyers, news letters, etc.

Building/Site Tour

After the meeting, you or a designated representative will take the assessor on a guided tour of the building 
and site.  During the tour, the assessor will need full access to the mechanical rooms, rooftop, basement, 
parking garages/lots, and work areas.  He/she will document findings, and take pictures of verified building 
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features.  The assessor will strive to be minimally intrusive but may need to inspect conference rooms and 
secure areas of the facility.

The assessor will inspect all accessible relevant building components and operations.  The will inspect items, 
such as these:
 
Distance between air intakes and pollution source

•	 Air intake and exhausts

•	 HVAC Systems - installation

•	 Air filters

•	 Drains

•	 Toilet flow

•	 Urinal flow

•	 Sink flow

•	 Drains

•	 Motion sensors

•	 Water heater

•	 Cooling equipment and refrigerant

•	 Air handling equipment and access

•	 Leak detection

•	 Filters

•	 Meters 

•	 Lighting controls

•	 Shading devices

•	 ENERGY STAR appliances

•	 Motion sensors

•	 Temperature controls

•	 Landscaping

•	 Irrigation system

•	 Exterior lights

•	 Smoking sign and designated smoking area

•	 Storage tanks
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•	 Bicycle racks

•	 Car-pool spaces

•	 Recycling and waste handling

Closure Meeting

When the tour is finished, the assessor will conduct a closure meeting to review the findings, provide feedback 
regarding points the client is seeking, and identify items still requiring verification documentation.  He/she will 
set expectations for the next steps, including the time line for submission of missing items and report delivery.  

POST ON-SITE ASSESSMENT

Missing Documentation

Any additional documentation requested by the assessor should be sent as soon as possible after the 
assessment (usually within one week, unless otherwise agreed upon with the assessor).  It is important to 
communicate any delays in the delivery of this documentation.  The assessor cannot give credit for any items 
that cannot be validated.  Delays in document submission will result in delays to the On-Site Assessment 
Report and Green Globes certification.  Please note that failure to deliver supporting documentation within a 
reasonable time frame will result in the report being issued without the associated points. 

Third Party Report

Upon receiving all additional documentation, the assessor will make any last updates to the EB survey.  The 
assessor will use his/her professional judgment as necessary to account for any non-applicable criteria that 
cannot be accommodated by the online survey and will identify the resulting Green Globes score and rating.  
Within four weeks of the site visit (or four weeks after the receipt of any missing documentation, whichever is 
later), the assessor will create a detailed EB On-Site Assessment Report and submit it to GBI for review.  The 
report contains the official Green Globes score, rating, and logo.  It identifies any discrepancies between the 
client’s version of the survey and the assessor’s version and contains recommendations for future sustainability 
improvements.
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GBI Report Review & Issuance

In the last step of the On-Site Assessment, GBI will review the report for consistency, for technical 
incongruence, grammar and aesthetics.  We will notify the assessor regarding any clarification requests or 
needed updates.  If required, the assessor will update the report and submit to GBI.  We will review the report 
to ensure the updates are complete.  Once approved, we will issue a PDF of the final assessment report to the 
project manager by email.   
 
Upon receipt, the project manager is responsible for reviewing the report and identifying any areas in which 
they have questions or would like clarification.  If there are any noted discrepancies, they must contact both the 
assessor and GBI within two weeks and provide documentation that supports additional credit.  The assessor 
and GBI will promptly address any discrepancies.  For additional details, please refer to the GBI Assessment 
Discrepancy Resolution & Appeal Guidelines.

BENCHMARKING & RECERTIFICATION

GBI strongly encourages annual benchmarking of building performance using the Green Globes EB survey as 
well as formal EB recertification every three years. Tracking the building’s actual performance and operations 
helps owners/facility managers track their return on investment in sustainable measures and develop action 
plans to further improve sustainability.  This three-year cycle of benchmarking and Green Globes assessment 
is intended to continue over the entire building service life.

http://www.thegbi.org/files/training_resources/GBI_Assessment_Discrepancy_Resolution__Appeal_Guidelines.pdf
http://www.thegbi.org/files/training_resources/GBI_Assessment_Discrepancy_Resolution__Appeal_Guidelines.pdf

