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1. Log In to ‘the Lobby’.
The LightStay
application can be
found under
‘My Applications’

2. If you cannot locate the
LightStay application under
e s bl s e ] ‘My Applications’, request
for access by clicking ‘Add
Applications’
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Meeting Impact Calculator

By filling in the details about your event, you can use the calculator to create a report that shows the estimated sustainability impact.
* indicates a required field.

Date & Lodging

Select the month and year of the event and, if applicable, enter the fotal room block below. For

4. Enter the Month & Year of the event.

Leave ‘Room Block Total’ and ‘Number of
Month & Year of Event = Participants’ blank. The Clean Air Program in
APAC only calculates carbon emissions from
meetings and events, not room nights.

<< < March, 2016 > »>>

Room Block Total Number of Participants
0 L0
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Meeting
5. Key in the floor space used for the event per day.
If the amount of space used per day is not the same,
Meeting Floor Space was designed s0 you can measure a day meeting (no .
rocm Block) but you can Input for both key in the average.
- Example: For a 2-day event, 300sq m was used on
Duration is key; Be sure to not leave a zero (i.e. day meeting Day 1 and 700 sq m used on Day 2. Calculate the

number of hours) if youw want this to calculate a met

total space (1,000 sq m), divide by 2 days and key in
500 sg m.

Duration can be in days or hours. For events that are
less than 1 day (eg a wedding dinner) key in by

Meeting Floor Space

= -
hours. Do not leave a zero.
Duration
Days =
Meals
Breakfast, Lunch, Snack, Dinner enter number of meals, if known
6. Enter the total no of covers for
Breakfasts Lunches
each meal for the whole event.
- Example: 60 delegates ate 120
breakfasts over a 2-day event.
Dinners Snacks
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Details

For the report cover page you can provide the name of your event, and the
recipient of the report, also you can Include your name as the sender. The
Event Details page is the default page and pre-checked for you. Check the
boxes for the sections that you want to have included in the report document,

Once you have completed these options you can select your units
(Imperial/Metric) and click on "Calculate Impact” to view your report

Event Name

Recipient Company Sender Name

Sender Company Sender Email

Sender Telephone Number

7. Key in the details of the
event, which will be shown
on the report title page.

Title Page . Letter from CEOQ

Commitment Page Mission Statement Page
Sustainability Policy Page Event/Meeting Detalls =

Answer Detalls Sustainability Commitment Progress
Sustainability Projects Property Donations

8. Click “Title Page” and
“Event/Meeting Details”
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International Tourism Partnership

If your costumer wishes to receive the impact calculation using the HCMI method check the box below and provide the required laundry information.
(include ITP Method Leave this section blank
On-5ite Hotel Laundry Fagcility
| No - ‘
Laundry Outsourced Annual

n

|L ‘ |:sh0rt tons/year +

Generate Report

Select your preferred unit system and click on generate report to open or save the event's meeting impact report.

.Report Units 10. Click

9. Select “Metric”
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b
L'g N 'ES)[E.I‘yr1 B Tedeg Dell Sales Conference

Mesting/Event Impact Estimate Conrad Bali Resort & Spa Customer and event inputs in step 7 will
g el Tl e e e
A 2days meeting occuring in April, 2013
A total of 51 84 m* floor space has been allocated for this event You may share this report with your
There are 120 breakfast{s), 120 lunchies), 60 dinner(s}, 480 sn client! Updated copy will be added to

@ This event's CO2 EM; event's CO2 emissions by source brand proposals.
1.27 Tonne

COzis a greenshouse gas that contributes o climate
change. This events CO2 emissions are estimated as

CO2 emissions = 1.27 tonnes

follows:

C02 Emissions by Source Moale, 97%

Factor KG - Space, 3%
Meals 1230 7%

Space 7 a%

This event's energy use
23 KWHs

Omne kilowatt-hour {1000 watt-hour), is 8 unit used to measure energy, especially elecirical energy in commercial
applications. One kilowatt-hour is equal to one kilowatt of power produced or consumed over a pericd of one hour, or 2.8
10 € joules.

@ This event's waste produced

0 Kilograms
Waste production can be reduced by recycling, composting, and other operational practices.

This event's water use
0 Litres

Water is a precious resource that should be conserned.
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Finance/payment-related queries: Sales/customer-related queries:

v Hilton@climatefriendly.com v’ your Regional Director of Sales, or

v' Gareth Walters (Gareth.Walters1@hilton.com)

LightStay Meeting Calculator-related queries: Delphi/Reporting Template-related queries:

v" Sylvia.Low@hilton.com v" Sen King Lim (SenKing.Lim@hilton.com)
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