Procurement Policy Tips
1. Develop responsible procurement practices
Responsible procurement is an important tool for reducing environmental and reputation risks and often reduces costs as well. There are three possible approaches to consider:
· Develop environmental criteria for selecting products

· Require contractors and suppliers to have environmental credentials

· Include environmental criteria in tenders and contracts.
2. Gain management support

The first steps are to gain top management commitment and understand how purchasing is carried out in your company. Responsible procurement initiatives will take time, so getting some quick wins is essential to gain support and demonstrate how the policy works.
3. Classify products and services

In order to focus your efforts, classify the different products and services by:
· Amount (numbers, volume, weight)

· Money spent

· Environmental impact or risk

· Amount of packaging

· Distance traveled

· Business risk e.g. sole suppliers or contractors.
4. Analyse products and services

Use this analysis to choose a small selection of products or services for your initiative.
· Focus on products with high potential or actual impact on the environment – such products may be a small part of overall purchases but may have significant impacts, e.g. pesticides, toxic cleaning products, large electrical appliances and vehicles.

· The largest purchases by amount or money spent will have a higher profile and be used more commonly by staff.

· Identify products where sustainable alternatives are readily available e.g. paper with recycled content, energy-efficient appliances.

· Identify strategic products that could risk your reputation e.g. products that may involve child labour and products that threaten endangered species or protected habitats.

· Identify suppliers and contractors who have environmental credentials – this may involve an environmental questionnaire for your suppliers and contractors.

· Identify contractors and suppliers who pose the greatest risk to the environment, where the implication may be that your company is in breach of environmental regulations e.g. a delivery of fuel could result in spills that get washed into a storm water drain.
5. Develop purchasing criteria

Develop a set of principles to help you make purchasing decisions and develop criteria for products, tenders and contracts. Look for opportunities to reduce waste at source and for packaging and products at the end of their useful life to be taken back by the supplier. Principles might include:
· Minimally dependent on non-renewable resources or polluting substances in their production and use – based on recycled or reused materials where possible

· Energy and water efficient in their production and use

· Minimally packaged

· Durable and repairable

· From local or regional sources where possible.
6. Consult suppliers

Suppliers are a great source of information about materials, alternative products and market innovations. So let suppliers know about your purchasing principles and ask how they can help you to identify suitable products.
7. Establish supplier questionnaire 

Develop an environmental questionnaire for your suppliers and contractors. Include companies that sponsor or donate products as they too are suppliers.
8. Revisit and revise contracts

When contracts are revised, include environmental criteria relevant to that product or service. Provide guidance for suppliers and contractors where you spell out what is required and why.
9. Influence suppliers

Encourage suppliers and contractors to adopt environmentally responsible practices. For small companies, this may be a major undertaking so be prepared to work with them. 
Possible criteria for various product groups:
General
· Choose products with environmental labels (e.g. FSC certified)
· Choose products with recycled content (preferably high content of post-consumer waste)
· Choose products with recyclable packaging (aluminium cans, cardboard, plastic #1 and #2)
· Choose suppliers who offer a refill service

· Choose suppliers who will take back packaging

· Choose suppliers who take back products at end of useful life e.g. batteries.
Appliances
· Choose appliances with environmental labels (e.g. Energy Star)
· Choose appliances with good energy-efficiency ratings (the higher the ratings the better)
· Choose appliances with good water-saving ratings.

Art
· Choose products with environmental labels e.g. paint

· Use recycled wood or wood from sustainably managed sources

· Choose recycled or second-hand products, equipment and appliances.
Equipment: computers, monitors, printers, photocopiers
· Choose equipment with environmental labels 
· Choose equipment with good energy-efficiency ratings

· Choose equipment that has power-saving mode when not in use

· Choose flat screens, laptops and tablet PCs as these are more energy-efficient.
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