This policy example meets the requirements of LEED v4.1 O+M MR Prerequisite Purchasing Policy. The contents of this policy, including but not limited to the policy scope and goals, roles and responsibilities, standard operating procedures, implementation strategies, performance measurement and schedule for reassessment, and quality assurance, will vary by project based on the building’s circumstances. Be sure to customize this policy example, tailoring it to your project’s specifics. It will be reviewed as a part of your project’s documentation submission.

Ongoing Consumables and Electronic Equipment Purchasing Policy for Building A
Effective date:  Month Date, Year
i. Scope

This policy applies to all purchases entering Building A within the building and site management’s control. This policy will be consulted prior to purchasing materials and food and beverages. This policy covers the following:
Purchases

Ongoing consumables purchases:

· paper
· toner cartridges
· binders
· batteries
· desk accessories, such as pens and pencils
· food and beverage

The above list includes the top 5 most purchased product categories under management’s control. [The list above may need to be revised to include the top 5 most purchased product categories for a specific building.]
Electronic equipment purchases:

· lamps (indoor and outdoor, hard-wired and portable fixtures) 

· office equipment, appliances, and audiovisual equipment
· other electric powered equipment
ii. Goals

	Category
	Goal
	Performance measurement unit

	Purchases: Ongoing consumables
	75% meet sustainability criteria
	Cost

	Purchases: Food and beverage
	15% meet sustainability criteria
	Cost

	Purchases: Office equipment, appliances, audiovisual equipment, and other electric powered equipment
	50% meet sustainability criteria
	Cost

	Purchases: Lamps
	50% of lamps contain no mercury (with equivalent energy efficiency as mercury containing lamps) or have an average of 25 picograms of mercury per lumen-hour or less
	Number of lamps 


iii. Roles and Responsibilities
The responsible party for this plan is NAME, the Property Manager. The responsible party ensures that this policy is executed and that any contracted vendors under management’s control purchasing products for the building are aware of the procedures outlined in this policy. Further, the Property Manager is responsible for sharing this policy with the building tenant representatives and encouraging policy adoption accordingly. The Property Manager is responsible for reviewing this policy for any significant changes on the interval specified in the quality assurance section. If at any time updates are required to this policy, the responsible party will ensure that the appropriate individuals are informed of the updates.

iv. Procedures and strategies for implementation
Ongoing consumable purchases shall meet the following criteria: 
· Recycled materials and products. The content of purchases must meet or exceed the levels listed in the U.S. Environmental Protection Agency Comprehensive Procurement Guidelines. Products not covered by the Guidelines can get credit for their recycled content with no minimum. (https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program/) 
· Extended use. Batteries must be rechargeable. Toner cartridges for laser printers must be remanufactured.

· Bio-based products. Bio-based raw materials other than wood or bio-based products must be tested for bio-based content using ASTM Test Method D6866 or equivalent method ISO 16620-2, or be certified to the USDA BioPreferred Voluntary Labeling Initiative that includes verification via ASTM 6866 testing.
· Paper and wood products. Paper and wood products must be certified by the Forest Stewardship Council or USGBC-approved equivalent.

· Materials reuse. Reuse includes salvaged, refurbished, or reused products.

· Extended producer responsibility. Products purchased from a manufacturer (producer) that participates in an extended producer responsibility program or is directly responsible for extended producer responsibility.

· Cradle to Cradle: Product with Material Health certificate or Cradle to Cradle v3 certified product with Material Health category score of Bronze level or higher.
Food and beverage purchases shall meet the following criteria:
· Sustainable agriculture. The food or beverage must be labeled USDA Organic, Food Alliance Certified, Rainforest Alliance Certified, Protected Harvest Certified, Fair Trade, or Marine Stewardship Council’s Blue Eco-Label, or labeled with the European Community Organic Production logo in accordance with Regulations (EC) No. 834/2007 and (EC) No. 889/2008.
· Local sourcing. The food or beverage must contain raw materials harvested and produced within 100 miles (160 kilometers) of the site.

Office equipment, appliances, audiovisual equipment, and other electric powered equipment purchases shall meet the following criteria:
· EPEAT rating. The equipment must have a silver Electronic Product Environmental Assessment Tool (EPEAT) rating or better.

· ENERGY STAR rating. If the equipment does not yet fall under the EPEAT rating systems, it must be ENERGY STAR® qualified or performance equivalent for projects outside the U.S.

Purchased lamps shall contain no mercury (with equivalent energy efficiency as mercury containing lamps) or have an average low mercury content of 25 picograms per lumen-hour or less. The lumens value will be based on the mean lumen output (design or actual). The rated life is the value based on a three-hour instant start (exception: T-5 lamps are measured using program-start ballasts). 

v. Quality Assurance/Quality Control Processes

The responsible party will evaluate the purchasing activity on a quarterly basis to evaluate progress towards the implementation goals. If any purchases are not being recorded properly, the responsible party will inform the appropriate individuals to ensure that activities are recorded moving forward. If any implementation goals are not being met, the responsible party will investigate the situation and will work with the individuals purchasing materials to resolve the issue. The responsible party will evaluate whether updates are necessary to the policy or the purchasing processes in order to achieve the implementation goals. 

