
You can extend the 
performance 
period back 2 
years to capture 
older purchases, 
but all PP’s must 
overlap and end 
within the same 30 
day window.  

Enter the TOTAL 
cost of ongoing 
consumables 
purchases  
(both sustainable 
and non-
sustainable) 

Do not include any purchase in two different 
credits. If you are unsure which credit a 
purchase should be counted under, choose 
the credit that makes the most sense to you 
and classify that product type consistently 
across all purchasing credits.  



Enter all sustainable purchases in Table 
MRc1-1. Provide clear details in the Item 
column for the product brand and item type to 
enable the reviewer to check the 
documentation you upload that confirms 
sustainability criteria. 

Indicate whether documentation 
confirming sustainability criteria is 
uploaded. This supporting 
documentation must be provided for at 
least 20% of purchases by cost. 

Products meeting two criteria earn 
weighted credit. 



Highlighting the sustainability criteria shown 
in the product documentation helps ensure 
the reviewer sees that the product is 
compliant with the credit requirements. 



Select the tenant 
scenario that matches 
your building. If your 
project is the first 
scenario, continue on to 
the Additional Details 
and Summary sections 
and complete the credit 
form. 

Click if you want to claim IO credit for exemplary 
performance and meet the threshold (will show a Y) 



Select the tenant 
scenario that matches 
your building. If your 
project is the second 
scenario, there is 
additional information to 
provide. 

Select the multi-tenant scenario that matches your building.  
If your project is the first scenario (area is being exempted from the credit), 
select that option and continue to the next slide.  
If your project is the second scenario (total costs are comprehensive), 
select that option and continue on to slide 8. 



If area is being exempted from the credit, the above Table L-1 will automatically 
pop up and will be filled out with information entered into PI Form 3.  



Provide a narrative describing which spaces are being excluded 
from the credit and why. 



Complete the Tenant Sustainable Purchases and Actual or 
Estimated Costs sections shown below.  
 
Continue on to the Additional Details and Summary sections and 
complete the credit form. 


