City of Long Beach GREEN PURCHASING Policy

Draft Sustainable office supplies purchasing policy



1.0 PURPOSE

The purpose of this administrative regulation is to establish green policies and procedures for purchases of City office supplies.  This Policy is implemented in order to:

· Save money through the conservation of natural resources, materials and energy

· Maximize the use of recyclable products 

· Increase the use of products with long life-cycles that reduce waste

· Reduce toxic substances that have a negative impact on human health

· Decrease the landfill waste disposal rate and increase beneficial re-use

· Increase the identification, use and availability of environmentally preferable products and services

· Explore new, innovative technologies that utilize environmentally preferable processes, products and services

· Establish relationships with businesses that employ environmentally friendly practices as part of their core values
· Incorporate these green purchasing principles to all 3rd party services and contracts
2.0 SCOPE

This regulation is applicable to all City departments and offices responsible directly to the City Manager.  It is also requested that elective offices and other independent offices and departments of the City comply with these procedures in the interest of administrative uniformity.

3.0 POLICY

It shall be the policy of the City to:

· Purchase products that ensure waste reduction and product efficiency 

· Solicit “Green” businesses that use materials and practices that are environmentally friendly

· Purchase products that are reusable, recyclable, free from hazardous or toxic materials, and/or made from recycled material to reduce impact to the environment, save energy and waste

4.0        PROCEDURES

4.1      Waste Prevention

4.1.1 The City shall purchase remanufactured products, such as toner cartridges, as well as recycled supplies, such as recycled printer paper.

4.1.2 The City shall maximize the use of products with extended life-cycles, which are highly recommended and will result in fewer product purchases and disposals.

4.1.3 The City shall promote the use of bulk-packaging methods by its suppliers. Suppliers will also be supported in any effort to recycle or reuse packaging materials used during deliveries.

4.1.4 The City shall instruct suppliers to use the minimum number of deliveries as is possible in order to minimize environmental impact due to traffic.

4.1.5 The City shall support contractor programs that reuse or recycle products that the City would otherwise dispose of.

4.1.6 The City shall make no use of expanded polystyrene products, will ensure all vendors do not use expanded polystyrene and will purchase recyclable or reusable products as a replacement.

4.1.7 Department purchasing personnel will consider both short-term and long-term costs when evaluating product choices. This will include all applicable costs of a product over its useful life, such as acquisition and disposal costs.

4.2  Recycled Products

4.2.1 The City shall purchase office products from the Office Depot Green Catalogue are part of the Sustainable Office Supply (SOS) program, where all products are made from recycled content and/or can be reused or recycled. The U.S. Communities/Office Depot Green Catalogue is the preferred office supply catalogue, designed to standardize product offerings.  

4.2.2 All City of departments shall purchase and use products with recycled content. When purchasing these products, departments should ensure that the minimum recycled content standards established by the U.S. Environmental Protection Agency and other governing bodies are followed.

4.2.3 The City shall purchase printers, copiers and other printing equipment that is compatible with recycled paper content.

4.2.3.1 Reprographics shall stock and use recycled paper to the maximum extent possible

4.2.4 All City letterheads, business cards, envelopes and other similar items will be composed of recycled paper and bear a symbol identifying the paper as recycled

4.2.5 Supplies utilizing recycled content shall have visible statements specifying the product as a recycled material

4.3  Green Bidding

4.3.1 The City shall purchase supplies and materials and contract for services that have been certified by independent, third-party labeling organizations as satisfying EPA mandated specifications.  The “Green Seal” program is one example of a certifying agency. 

4.3.2 RFP language will include a section on green vendor requirements and will be included in every City RFP.

4.3.3 During the bidding process, consideration shall be given to businesses that utilize recycled materials, recycled products, utilize green processes, provide green services and/or have a green business certification.  

4.3.4 Businesses with “green” certifications will be sought out and given consideration during bidding processes. The certifications may come from local or regional designating bodies.  These “green” certified businesses will be classified as Green Business Enterprises (GBE) and will be listed with small business, local business and minority business enterprises as a preferred business for the City.

4.4 Green Technology

4.4.1 The City shall support the purchase of Energy Star certified products whenever possible, for items such as appliances, computers, etc.

4.4.2 Computer, printing, faxing and multi-functional device products that adhere to environmentally friendly energy and recycling standards shall be purchased for all City computer purchases as part of the replacement schedule

4.4.3 The City shall purchase computers, monitors, servers, and various computer components that are energy efficient

5.0        IMPLEMENTATION

5.1 Purchasing Division’s Role

5.1.1 Incorporating green purchasing choices in the contractor (vendor) database and through internal processes

5.1.2 Assist with implementation of this policy by providing assistance in the evaluation of the green elements of a product or service

5.1.3 Provide annual training to raise awareness of green purchasing requirements

5.1.4 Report program outcomes/accomplishments to the Office of Sustainability every year to be included in the City’s green report card

5.1.5 Track green purchases by amount spent on green products and the percentage of green contracts citywide and report the results to all departments and Office of Sustainability

5.1.6 Develop and maintain a green purchasing catalogue and web page per contract

5.1.7 Review City contracts for compliance with green purchasing policy

5.2  Department Roles

5.2.1 All Department purchasing representatives shall adhere to the guidelines set forth in this policy

5.2.2 Departments shall send designated purchasing personnel to training sessions that focus on the new green purchasing policies and procedures

5.2.3 Departments shall perform life cycle analysis on purchases and services rendered to the City and shall also evaluate the environmental impacts of all purchasing decisions

5.2.4 In instances where the preferred option from the life cycle and environmental analysis are cost prohibitive, it is the Department’s responsibility to demonstrate their findings and work with Purchasing to find an alternative solution, with the final decision to be made by Purchasing

5.2.5 All City departments shall purchase and use products with recycled content.  When purchasing these products, departments should ensure that the minimum recycled content standards established by the U.S. Environmental Protection Agency and other governing bodies are followed.

5.2.6 The City shall purchase printers, copiers and other printing equipment that is compatible with recycled paper content and reprographics shall stock and use recycled paper to the maximum extent possible

5.2.7 All City letterheads, business cards, envelopes and other similar items will be composed of recycled paper and bear a symbol identifying the paper as recycled

5.2.8 Supplies utilizing recycled content shall have visible statements specifying the product as a recycled material

5.3 Contractor roles

5.3.1 Contractors and the services they provide are an extension of the City – all City contracts should reflect the City’s green purchasing requirements

5.3.2 All reports and audits will indicate green materials used and techniques employed

5.3.3 This policy shall not be interpreted to supersede any applicable local, state or federal environmental regulations

5.4 Future opportunities

5.4.1 City employees should seek out new opportunities to purchase, pilot or test green products and services

6.0        PROGRAM EVALUATION

6.1 The Purchasing Division in the Department of Financial Management shall monitor the effectiveness of this policy’s implementation and help to ensure that departments are in compliance with the policy’s requirements

6.2 City Departments will fully support the procedures and goals of this policy and will be required to track and report dollar amounts spent on green products and will complete other performance measures analysis related to this policy 

7.0        DEFINITIONS 

7.1 Contractor – Any person, group of persons, business, consultant, association, partnership, corporation, supplier, vendor or other entity that has a contract with the City of Long Beach or serves in a subcontracting capacity with an entity having a contract with the City of Long Beach for the rendering of goods or services

7.2 Expanded Polystyrene –  Includes blown, expanded and extruded foams which are oil-based plastic materials utilizing a styrene monomer. Expanded polystyrene is generally used to make cups, bowls, plates, trays, and clamshell containers.  For the purposes of this policy, expanded polystyrene refers to food service products and not packaging or insulating material.
7.3 Life Cycle Analysis – The comprehensive examination of a product’s environmental and economic effects throughout its lifetime, including new material extraction, transportation, manufacturing, use, and disposal

7.4 Post-consumer Material – A finished material which would normally be disposed of as a solid waste, having reached its intended end-use and completed its life cycle as a consumer item, and does not include manufacturing or converting wastes

7.5 Recyclable Product – A product that, after its intended end use, can demonstrably be diverted from the City’s solid waste stream for use as a raw material in the manufacture of another product

7.6 Recycled Content – The percentage of recovered material, including pre-consumer and post-consumer materials, in a product

7.7 Recycled Product – A product that contains recycled material

7.8 Remanufactured Product – Any product diverted from the supply of discarded materials by refurbishing and marketing said product without substantial change to its original form
7.9 Reusable Product – Any product designed to be used many times for the same or other purposes without additional processing except for specific requirements such as cleaning, painting or minor repairs
7.10 Source Reduction – Products that result in a net reduction in the generation of waste compared to their previous or alternate version and includes durable, reusable and remanufactured products; products with no, or reduced, toxic constituents; and products marketed with no, or reduced, packaging
8.0        DATE OF IMPLEMENTATION          

8.1 This policy shall go into effect on [Month, Day, Year]
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