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The purchasing department is typically the gateway through which all the

products and services used by a business must pass. From staples to computer equipment and all

manner of things in between, purchasers shop for an extremely varied list of goods and buy them

in large quantities. Consequently, purchasers who emphasize waste prevention can dramatically

reduce the amount of waste their companies generate. Strategies that keep a sizable portion of

goods out of the waste stream can mean millions of dollars in savings in purchasing costs — and

help improve environmental quality.

Addressing waste prevention through thoughtful purchasing focuses attention where it can have the

greatest effect — at the beginning of the waste generation process. It is purchasers who obtain the

products and materials that will eventually be discarded. And as the link between users and suppli-

ers, it is purchasers who decide which products and services are purchased, where they come from,

their mode of delivery, and many other issues with environmental implications.

Purchasing with waste prevention in mind also has business benefits — primarily in the lower oper-

ating costs that result from using fewer products. For instance:

F Buying fewer products, services, and materials saves money up front in avoided purchasing costs.

F Buying less can reduce the need for warehouse space and the associated costs of energy, mainte-
nance, and disposal. 

F Reducing purchases and using products and materials longer may allow businesses with multiple
facilities to reduce the size of delivery f leets, leading to lower vehicle, personnel, maintenance,
and fuel costs.

Other benefits of purchasing for waste prevention include:

F Fewer losses from spoilage — More efficient ordering practices can eliminate costly overpurchas-
ing of perishable items that end up as waste before being used.

F Increased operational efficiency — Since durable equipment and supplies are often of better qual-
ity overall, they can decrease downtime for repairs and replacement, increasing productivity.

F Closer interaction with suppliers — Working with suppliers to change wasteful products and
reduce packaging can lead to other product and process improvements.

PART PURCHASING FOR
II            WASTE PREVENTION



Purchasing for waste prevention also encourages vendors and manufacturers to create new markets

for less wasteful goods and services. For example, buying repairable and remanufactured products

has the potential to spur expansion of the repair and remanufacturing industries. This not only

encourages development of a repair and reuse infrastructure, it can also help create jobs.

Part II addresses the following steps involved in adapting a business’s purchasing procedures to

waste prevention: 1

F Changing the way products are bought, stored, used, and discarded

F Learning the attributes of products that produce less waste 

F Making connections between users, purchasers, and vendors

F Adapting a business’s purchasing policy for waste prevention

F Adapting a business’s purchasing documents for waste prevention
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PPuurrcchhaassiinngg  ffoorr  WWaassttee  PPrreevveennttiioonn//BBuuyyiinngg  RReeccyycclleedd::
CCoommpplleemmeennttaarryy  SSttrraatteeggiieess

Like purchasing for waste prevention, buying products with recycled content is an important part
of “green” purchasing. Generally, the use of recycled products substantially reduces the energy,
water, and other natural resources associated with manufacturing new products. In addition, it
reduces the amount of waste destined for landfills and incinerators.

Often, purchasing for waste prevention is viewed as an alternative to buying recycled, or even as
a conflicting approach. This handbook treats them as complementary strategies: the first step
should always be waste prevention purchasing; buying recycled should be held in reserve for situ-
ations where waste prevention is not feasible or has been fully tapped. For example, reusable
shipping containers can be used hundreds of times, and they are usually the best choice for the
environment and a business’s bottom line. But when reusable containers are not appropriate, or
can only be used in some applications, the next best option is corrugated cardboard boxes that
contain some portion of recycled materials and are recyclable themselves.



1. BUYING, STORING, USING, AND 
DISPOSING OF PRODUCTS 

There are two overall goals of purchasing for waste prevention: (1) eliminating as many unnecessary

products as possible and (2) ensuring that the products you do buy use as few materials as possible

and are used as efficiently as possible. 
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UUssiinngg  tthhee  SSoolliidd  WWaassttee  HHiieerraarrcchhyy  iinn  PPuurrcchhaassiinngg

There are many factors to consider when buying products and services
for waste prevention. A good way to start is to evaluate potential pur-
chases according to this waste prevention hierarchy:

Products/services that reduce or eliminate waste
Products/services that promote reuse

Products/services that promote recycling 

Look for products and services that belong to one or more of these cat-
egories. For instance, a product that both prevents waste and contains
recycled ingredients — such as a recycled plastic container of concen-
trated detergent (which eliminates the waste generated by numerous
smaller packages) — offers greater benefits than a product that does
either alone. Sometimes an item will combine all three elements of the
hierarchy, such as a reusable shipping container (which prevents the
waste generated by corrugated boxes) made from recycled plastic.

Purchasing for waste prevention often involves trade-offs. For example,
when evaluating detergents, both packaging waste and toxicity are impor-
tant considerations. What if a concentrated product, which prevents pack-
aging waste, outperforms a nontoxic alternative? How will you choose?  

One way would be to create a list of waste prevention priorities and
apply it to all purchasing decisions. Or you could select a few factors
and assess their relative weight on a case-by-case basis. Thus, a business
committed to water quality in the surrounding community would proba-
bly choose the nontoxic detergent. The decision will flow from perfor-
mance requirements as well as the business’s waste prevention goals.

Efficient Buying

Begin by asking a few basic 

questions: 

F Do we need this product or
service? 

F Does it really contribute to the
product or service the business
provides? 

F Are there other ways to meet
the need served by the product
or service that might generate
less waste? For instance, per-
haps a form designed in-house
on a computer can replace
preprinted inventories that go
out of date.



In some cases, a more relevant question will be: 

F Could we get by with a product that uses less material?  For instance, could the size or weight of
a product — such as the packaging of an item shipped out by the company — be reduced and
still do the job? Finding this out will require calculations of needed quantities, sizes, and weights.
You will then have to determine whether less resource-intensive alternatives are compatible with
current operations and equipment. 

To answer these questions, solicit input from the employees who use the products and services

being evaluated. Their cooperation will also be essential in developing policies and operational

changes that reduce purchasing requirements.

Efficient Inventory Management

Obviously, the materials on hand must be sufficient to meet the business’s needs.  But you also

want to keep down storage costs and the costs of disposing of waste from spoilage and obsoles-

cence. Start by examining ordering practices:

F Focus on buying items with a long shelf life.

F Find out if unnecessarily high inventories are the result of redundant purchases by different
departments.

Next, look at how products are stored and used:

F Consider using the “first-in, first-out” method to select materials from inventory. Computerized
inventory control systems can help. These range from optical scanners that track the age and
amounts of items in inventory to more sophisticated systems that automatically order new stock
when inventory is low by tracking and correlating such factors as user requests, rates of use, and
vendor data.

F Consider using a stockless inventory system, which reduces and can even eliminate the need to
keep stocks on hand. Orders placed with vendors arrive quickly — sometimes within hours — and
deliveries are made directly to users. However, the effects of a stockless system on waste genera-
tion can be unpredictable:

- Because vendors often use large, standardized boxes to pack small orders, some stockless sys-
tems, such as for office supplies, can generate excessive packaging waste, as well as far more
deliveries.

- Some stockless systems generate less packaging waste because vendors can take advantage of
reusable shipping containers for deliveries. This is especially true where delivery distances are
short and vehicles make frequent round trips between buyer and seller.
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A few basic management practices will also help to reduce waste:

F Inspect deliveries on arrival and label all containers with contents, date of delivery, and expira-
tion date.

F Make sure shelving is of the proper size and that containers are kept closed, properly stacked,
and raised up off the f loor.

F Label containers accurately as to their hazards according to the Material Safety Data Sheets
(MSDS), and store hazardous chemicals separately to prevent cross-contamination.

F Restrict traffic through storage areas and conduct routine inspections.

Efficient Use

Both misuse and inadequate maintenance create excess waste by increasing the need for repairs and

replacement.

F Arrange for expert training by vendors whenever you buy new (especially high-tech) equipment.

F Implement a regular maintenance program to extend equipment life (see “Building Maintenance,”
pages 46 to 49). 

F Notify users of the manufacturer’s maintenance recommendations and of any arrangements for
maintenance and repair made with vendors.

Consider these alternatives before ordering new items:

F Shop the surplus warehouse if your business has a salvage program. To make sure warehouse
operators do not discard or donate seemingly unwanted items prematurely, monitor surplus
inventory records and match them with purchase requests. 

F Consider renting or leasing infrequently used equipment that requires special staffing or expen-
sive maintenance. This will increase the vendor’s incentive to provide a durable product. 

F Require vendors from whom you lease to provide products or services that prevent waste, such as
automatic double-sided copying.
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WWhhaatt  IIss  aa  MMaatteerriiaallss  EExxcchhaannggee??

A materials exchange is a listing system for trading used products and
materials among businesses; it is based on the idea that one business’s
discards can be another’s feedstock. Commonly listed materials include
durable goods such as furniture, used computers, and filing cabinets.
Chemicals, rubber, plastic, paper, textiles, and building supplies such as
wood, glass, and paints are also available.

Materials exchanges are waste prevention tools because they enable busi-
nesses to use existing rather than virgin materials, thereby conserving
valuable resources and keeping usable products (especially hazardous ones)
out of the landfill or incinerator.

Rather than actually handling goods, most materials exchanges function as
information brokers, compiling and listing information about available or
desired items in catalogs or a computer database. Businesses trading
materials deal with each other directly by phone, e-mail, or fax.

The Recyclers Exchange offers businesses the opportunity to buy, sell, and
trade materials in 23 commodity categories. It offers an on-line interna-
tional database of secondary or recyclable commodities, by-products, and
used or surplus items and materials. For more information, call the help
line at (519) 767-2913 or visit the exchange’s Web site at www.recycle.net.

The Institute for Local Self-Reliance offers Creating Wealth from Everyday
Items (March 1997), a comprehensive guide on materials reuse containing
numerous profiles of successful programs. To order, contact ILSR at 
(202) 232-4108 or find them on the Web at www.ilsr.org.

Efficient Disposal

Instead of discarding materials, equipment, and supplies that are no longer needed by your business, it may

be possible to find new users.

F Establish procedures to recover
excess inventory for use else-
where in the business or for
exchange with outside users.
Notify employees of the proce-
dure for getting rid of unwant-
ed items when they order
replacements.

F Do not assume that “obsolete”
materials or products whose
shelf life has expired should
automatically be thrown out.
Test them for effectiveness;
they may still be usable in
your business or somewhere
else. 

F Sell or donate old furniture
and equipment to employees.

F Sell equipment and furniture
through an auction or public
sale.
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F Make a donation to 
charity.

F Sell equipment and com-
ponents that cannot be
reused to scrap dealers.

2. ATTRIBUTES OF PRODUCTS THAT PRODUCE LESS
WASTE AND ARE LESS TOXIC

The choices that purchasers make ref lect the specific needs of the business, and buying with waste preven-

tion in mind is no different. There is no established methodology for identifying less wasteful products, but

a few general attributes can serve as guide. (See Appendix 1 for a list of waste prevention products.)

Durability

The point of buying durable products is to establish a low replacement rate for the products you

use. This will:

F Reduce the costs of replacement, disposal, and shipping.

F Improve business operations by minimizing delays caused by equipment breakdown.

F Benefit the environment by reducing the energy use and pollution associated with manufacturing
and shipping replacement products. 

WWhhaatt  IIss  aa  SSuurrpplluuss  MMaatteerriiaallss  PPrrooggrraamm??

A surplus materials program (SMP) acts as an internal exchange or clearing-
house for goods and materials discarded by a business. It provides materials to
user groups for free or at low cost, prevents usable materials from entering
the waste stream, and sometimes generates revenues from the sale of unneeded
items. Some surplus operations are even run as profit centers. Well-managed
surplus operations can also help control material costs by enabling purchasing
staff to shop the warehouse inventory before purchasing new items.

An effective surplus program inventories its materials; publicizes what is avail-
able; and sells, recycles, or discards items not claimed within a certain period.
Running such a program requires staff to manage materials at the warehouse,
pick up and deliver items, prepare documents for ownership transfer, and
arrange transfers to other facilities or sales to outside buyers.
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To increase the durability of the prod-

ucts you buy:

F Seek out extended warranties.
These are usually a reliable indica-
tion that a product is designed to
last a long time; they also tend to
accompany products that can be
repaired.

F Take out service contracts with
vendors that provide them.

F Implement a periodic maintenance
program for all equipment.

SSttaannddaarrddss  ffoorr  DDuurraabbiilliittyy

Consult generally accepted national standards for quality and durability,
such as those published by the American National Standards Institute
(ANSI) and its member groups. ANSI has testing methods and design stan-
dards, as well as performance specification standards, for a wide variety of
products: paving and roofing materials; leather, wood, and packaging mate-
rials; paper, plastics, and textiles; tires and rubber; paint, soap, and adhe-
sives; imaging products; and food and food service equipment.2 For more
information, call ANSI at (212) 642-4900 or go to www.ansi.org.

Reusability/Repairability

Buying reusable products — from erasable wall calendars to rechargeable batteries to washable air condition-

er filters — is an obvious way to reduce the waste created by disposable single-use items. And products that

can be reused can often be repaired as well. 

F Try to stick to a single brand of repairable items; this will allow interchangeable parts to be salvaged and
reused. 

F Consider buying extras to use for spare parts (as long as this does not create more waste overall). 

F Make guaranteed availability of replacement parts a specification for items likely to be used for a long
time. In Minnesota, the state’s Materials Management Division requires that all bids for telecommunica-
tions equipment include a letter from the manufacturer guaranteeing parts availability for 10 years after
installation. (Current federal law requires seven years’ availability.)3

Upgradable Products

Equipment that can be upgraded or expanded can be a signif icant source of avoided purchasing and waste

disposal costs. A few manufacturers offer products designed in such a way that this can be done easily and

inexpensively.

F Look for computers that permit new microprocessors, memory boards, hard drives, and disk drives to be
installed by the user. By allowing parts to be added or changed, modular design eliminates the need to
buy a whole new machine every time the technology changes or improves significantly.
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Remanufactured Products

Contrary to the popular assumption that remanufactured products are worn out relics covered over

with a fresh coat of paint, many of them have actually been completely disassembled, cleaned, and

overhauled, their worn parts replaced and their surfaces refinished. Often such products can be pur-

chased for as little as half the price of a new model. 

$$ Consider these remanufactured items:

F Recharged toner cartridges for laser printers, copiers, and fax machines

F Reformatted computer disks 

F Used and rebuilt vehicle parts

F Retreaded tires

F Re-refined motor oil, antifreeze, and
other vehicle lubricants

F Refurbished office furniture, comput-
ers, copiers, and other electronic equip-
ment

Concentrated and Less Toxic
Products

Concentrated products purchased in bulk

keep the packaging per quantity of product

to a minimum. They also greatly reduce

the volume of packaging waste a business

pays to dispose of. Whenever possible: 

F Buy liquids (such as milk and lubricating oils) in 5- or 10-gallon containers instead of in quarts
or liters. 

F Buy sugar, condiments, and other small items in bulk instead of in individual packages, and dis-
pense them into smaller containers. 

F Buy cleaning chemicals in concentrated or powdered form to which the user adds water.

UUssee  LLooccaallllyy  PPrroodduucceedd  MMaatteerriiaallss

Select products that require minimal transportation throughout their
life cycle. Food, especially, requires chemical preservatives, pesticides,
and fungicides when transported over long distances, and the shipping
itself generates air pollution. The best option is products made locally
from locally available materials. Buying locally brings the added benefit
of keeping money in the local economy. There can be trade-offs, how-
ever. For instance, if a locally produced product contains more toxic
ingredients than one produced further away, this will have to be con-
sidered when assessing its waste prevention potential.



WASTE AT WORK PART II: Purchasing for Waste Prevention

72

Purchasers also buy products that contain toxic chemicals — from carpets, paints, and f loor

cleaners to bug sprays and weed killers. Determining which products contain toxic materials can

be difficult because the exact chemical content of individual brands is considered to be propri-

etary information; also, product formulations can change without notice. Finally, only a few of

the more than 72,000 chemicals found in commercial products in the US have actually been

tested for toxicity.

Given the lack of information, the best option is to choose the least toxic product available for

each task. 

F Find out from suppliers which of the
products you buy contain toxic chemicals. 

F Use products with toxic ingredients as
infrequently as possible, and replace them
with less toxic products if they exist (see
the box on buying less toxic cleaning
chemicals on page 50).

F Whenever possible, choose products that
contain chemicals not regulated as haz-
ardous waste. Managing and disposing of
such waste products can be complicated
and expensive.

F Ask facility managers and engineering staff
to identify hazardous products used in the
business, as well as any available nonhaz-
ardous substitutes.

Packaging: None, Less, or Reusable

Just about everything is delivered in some type of packaging, much of which becomes waste that

businesses pay to get rid of. While packaging is needed to protect products from damage and

spoilage, some of it is unnecessary. Purchasers can help reduce this waste by working with vendors

to reduce, take back, or provide reusable packaging.

F Look for sources of unpackaged products (such as compost and wood chips) when packaging is
not needed for protection. 

LLeessss  TTooxxiicc  PPaaiinnttss

Green Seal, an environmental products testing organization,
suggests the following acceptable VOC concentrations for
indoor and outdoor paints (weight in grams/liter of product
minus water).4

Indoor Outdoor

Nonflat 150 g/l 200 g/l

Flat 50 g/l 100 g/l

Ask your retailer, contractor, or the manufacturer for infor-
mation on specific paints. Or see the “Architectural Paints”
focus issue of Green Seal’s Choose Green Report,
August/September 1998.
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Savings from 
Reusable Shipping Containers

Xerox, working with its suppliers,

initiated a program that employs

reusable containers and pallets to

ship parts between facilities and

suppliers. Besides conserving tim-

ber, the program avoids the cre-

ation of 10,000 tons of waste and

saves the company up to $15 mil-

lion annually.5 General Motors

uses more than 4 million return-

able containers (boxes, pallets,

etc.) every year in its Cadillac divi-

sion, yielding a daily cost savings

of $90,000.6

F Seek the least packaged alternative when
packaging is necessary or unavoidable.
Buy concentrates, buy products in bulk,
and buy products that can be refilled
from larger containers. 

F Return packaging materials such as corru-
gated cardboard boxes and shipping pal-
lets to suppliers who will accept them.
Besides eliminating your business’s
responsibility to dispose of these materi-
als, it gives suppliers an incentive to
reduce their own use or find reusable
alternatives (such as plastic pallets and
shipping containers).

F Ask vendors who make frequent deliveries
to replace corrugated boxes with durable,
returnable shipping containers that can
be picked up at the next delivery. This
brings savings in replacement costs that
vendors may pass on to their customers.

F Use reusable mailbags and boxes for ship-
ments to branch offices, stores, and ware-
houses. Save on postage costs by using
lightweight, waterproof, reusable nylon
pouches for consolidated mailings.

F Find out about opportunities to reuse
packaging waste before recycling or dis-
posal. Mailing companies such as Mail
Boxes, Etc. (800-789-4MBE or
www.mbe.com) will often take packing
materials such as polystyrene “peanuts”
for  reuse.
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3. USERS, PURCHASERS, AND VENDORS: 
MAKING THE CONNECTION

Changes in purchasing must be developed in cooperation with the employees who use the products

and services that purchasers buy. This ensures that new products or services are viable alternatives to

the ones they replace. Since purchasers may not be sufficiently familiar with specific business opera-

tions to judge whether a new product will do the job, it’s essential to ask users directly about:

F The ways in which specific products are used

F The performance requirements of most importance to them

F Products they already use that may help prevent waste

F Any opportunities for waste prevention of which they are aware

Other sources of information that can help purchasers identify less wasteful products and prepare effec-

tive product specif ications include:

F Other purchasers (both inside and outside the business)

F Vendors and sales representatives

F Catalogs and trade journals

F Business or trade organizations

F Environmental organizations

Once you know what users are looking for, determine what products are available that both meet their

needs and reduce waste: 

F Contact your current vendors and contractors to let them know of the business’s commitment to
waste prevention (see the sample letter on the following page). 

F Send vendors any waste prevention policy statements that might help them identify products that
will meet your needs (see pages 78 to 79 for information on writing such policy statements). 

F Clarify any specific requirements and define your terms; for instance, if you would like a product to
be packaged in bulk, identify the container sizes you prefer. 

F Consider including a voluntary survey in bid solicitations to obtain information on vendor  products
(see the sample survey on pages 76 to 77). 
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SSaammppllee  VVeennddoorr  LLeetttteerr  

Dear Valued Supplier:

In response to current environmental concerns and the need to conserve valu-

able natural resources, ABC Company is committed to reducing the amount of

waste we generate. Our commitment will result in improved customer satisfac-

tion, reduced operating costs, and a better quality of life for us all.

A portion of the waste we generate comes from products and packaging we obtain

from you and other suppliers. We hope you will be able to help us reduce this

waste wherever possible. We believe that we can both benefit by reducing waste

and that the result will be lower costs for both of us. If you would like to

join us in our commitment to reducing waste, we would welcome the chance to

talk with you about a mutually beneficial program.

Specifically, we are looking for:

• Opportunities to purchase products that are long-lasting, reusable,

repairable, have remanufactured components, and are less toxic to humans

and the environment

• Opportunities to eliminate or minimize packaging by volume and weight by

reducing packaging of the products we buy from you

• Opportunities to purchase products with reusable packaging, products and

packaging that use significant amounts of recycled materials in their

manufacture, and products and packaging that are recyclable in the major-

ity of current recycling programs

We are analyzing the changes we can make now and in the future and are look-

ing to establish baseline information we can build upon. Please tell us what

initiatives you have taken to prevent waste and inform us of your future

plans. Please answer the attached vendor survey and return it to us as soon

as possible.

Thank you for your assistance in our waste prevention efforts. Please call if

you have any questions.

Sincerely,
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SSaammppllee  VVeennddoorr  SSuurrvveeyy

Please carefully review the products we purchase from you and the packaging with

which they are delivered to us.  What changes might be made to reduce waste?

Products

Please identify changes that could result in products that are:

Longer-lasting/More durable ____________________________________________________

Reusable _______________________________________________________________________

Repairable _____________________________________________________________________

Remanufactured _________________________________________________________________

Refillable _____________________________________________________________________

More concentrated ______________________________________________________________

Less toxic______________________________________________________________________

Recyclable _____________________________________________________________________

Made with post-consumer recycled materials______________________________________

Other___________________________________________________________________________

How can we help?

________________________________________________________________________________

________________________________________________________________________________

Packaging

Please identify packaging changes that could eliminate or reduce unnecessary

packaging waste by:

Eliminating packaging entirely _________________________________________________

________________________________________________________________________________

Using bulk packaging ___________________________________________________________

________________________________________________________________________________

Using fewer layers of packaging_________________________________________________

________________________________________________________________________________

Using lighter-weight materials _________________________________________________

________________________________________________________________________________

Using larger boxes _____________________________________________________________

________________________________________________________________________________

Using smaller boxes ____________________________________________________________

________________________________________________________________________________

Using boxes more efficiently ___________________________________________________

________________________________________________________________________________

Reusing packaging materials ____________________________________________________

________________________________________________________________________________

Taking back packaging materials (e.g., containers, pallets)_____________________

________________________________________________________________________________
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Other __________________________________________________________________________

________________________________________________________________________________

How can the packaging be made more recyclable?_________________________________

________________________________________________________________________________

________________________________________________________________________________

How can the packaging be made with more post-consumer recycled content?

________________________________________________________________________________

________________________________________________________________________________

How can we help?  __________ ___________________________________________________

_________________________________ ______________________________________________

________________________________________________________________________________

Promotional Materials

Please identify changes that could eliminate or reduce unnecessary promotional

material:

Less frequent mailings _________________________________________________________

Smaller press packs ____________________________________________________________

Updated mailing lists __________________________________________________________

Sending material electronically ________________________________________________

Other __________________________________________________________________________

________________________________________________________________________________

How can we help?

________________________________________________________________________________

________________________________________________________________________________

What waste prevention initiatives have you already implemented, do you plan to

implement, or are you currently considering?

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

Is any of your promotional material available on the Internet? ________ 

If yes, what is your Web address?  ____________________________________________

Can your products be ordered on-line? ___________ 

How much post-consumer recycled material is contained in the products and pack-

aging we obtain from you?

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
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Testing will confirm that an environmentally preferable product under consideration can meet user

needs. Most vendors and manufacturers test their products regularly and will provide test data upon

request. Purchasers can also:

F Ask vendors for the names of customers who can testify to a product’s performance.

F Find out whether an environmental certification firm or product testing lab is familiar with the
product and solicit appraisals.

F Find out if other departments in the company, or another company in the same business, has
tested the product being considered. 

F Test the product themselves. This does not have to be complicated; for instance, a box made of
thinner corrugated cardboard should be able to handle the weight of the product to be shipped
without breaking, and it should be stackable for the period required without the sides buckling
or getting crushed.

If few current vendors offer products that prevent waste, or if they offer only a few:

F Ask them to make available more products that reduce waste or encourage manufacturers to
develop such products. 

F Emphasize the business’s commitment to waste prevention and use the promise of increased
orders as an incentive.

4. ADAPTING THE PURCHASING POLICY FOR WASTE
PREVENTION

Once you have a basic understanding of how to adapt purchasing practices to promote waste pre-

vention, prepare a purchasing policy and a set of implementation guidelines to facilitate it. Such a

policy can help ensure that new procedures are practiced consistently by purchasing staff and that

your aims are clear to vendors and contractors. The Alameda County (California) Source Reduction

and Recycling Board’s publication Resourceful Purchasing recommends that a purchasing policy for

waste prevention (see Appendix 2 for a model policy) include the following elements:7

F TThhee  ssttaatteemmeenntt  ooff  ppuurrppoossee. This explains and justifies the policy in terms specific to the business.
For instance, the statement of purpose might say that the company “desires to maximize reduc-
tion of discarded materials, [and] encourages economic development through attracting and
retaining recycled and source reduction product manufacturers and distributors.”8
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F TThhee  ssttaatteemmeenntt  ooff  ppoolliiccyy. This is the core of the policy, providing a clear statement of its objec-
tives. In it the business may pledge to:

- Buy products that prevent waste.

- Ensure that all equipment is compatible with those products.

- Promote waste prevention.

F TThhee  pprreecceeddeennccee  pprroovviissiioonn. This clarifies how purchasers will choose products when conflicts
arise (for instance, if a less toxic product comes with excessive packaging). It also clarifies the
purchaser’s options when favored vendors (such as local businesses, minority- or women-owned
businesses, or some other supplier category) do not offer products that prevent waste. When
there are conflicts between policies, add new clauses or adjust old ones so that buyers can make
decisions.

F TThhee  rreeaassoonnaabbllee  pprriiccee  pprroovviissiioonn. This directs buyers to purchase products that prevent waste when
they are available “at a reasonable price.” This wording is preferable to alternatives such as “when
prices are equal” or “lowest cost” because it allows for more f lexibility as market conditions and
other circumstances change.

F TThhee  aapppplliiccaattiioonn  pprroovviissiioonn. This identifies the parts of the business and the outside contractors
(maintenance services, landscapers, and print shops, among many others) that are subject to the
waste prevention policy. These vendors will be subject to the policy in the products or services
they provide to you, as well as in their own procurement of materials associated with those prod-
ucts or services.

Implementation guidelines describe how the waste prevention policy is to be carried out. They

should address each of the above policy provisions in turn, specifying the exact responsibilities of

those charged with implementation. See Appendix 3 for model implementation guidelines.
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5. ADAPTING PURCHASING DOCUMENTS FOR
WASTE PREVENTION

Work with users and the business’s legal counsel to develop language for specif ications and con-

tracts, and incorporate it into new contracts and other agreements. Always inform vendors about

any new requirements as soon as possible.

Specifications 

Start by reviewing your standard specifications to be sure they encourage, and do not preclude, the

purchase of less wasteful products. Eliminate the following common barriers whenever possible:

F Clauses that require “all-new” products limit waste prevention opportunities because they gener-
ally preclude the purchase of products like remanufactured furniture or equipment that has pre-
owned components or materials. 

F “All-or-none” requirements can eliminate potential bidders that are unable to supply all the prod-
ucts you seek. This is especially true for waste prevention-related product vendors, which may be
smaller companies that offer a limited range of products or even a single product (such as
reusable mail bags). Encourage vendors to offer some of the products you need even when they
can’t supply all of them. 

F Excessively stringent aesthetic requirements can mean automatic rejection for products that may
not look perfect but perform well. 

Other ways to revise current specifications include the following:

F Remove specifications that are needlessly stringent. For example, why require a minimum basis
weight for company stationery when a lighter paper would serve just as well? 

F Include waste prevention alternatives in the list of “brand name or equal” specifications you pro-
vide. Otherwise, vendors may offer only non-waste prevention brands, or assume that waste pre-
vention products will not qualify as “equal.” Avoid this by identifying your waste prevention
requirements.9

When developing new specifications, consider the following:

F The range of vendor capabilities. Some vendors of waste prevention products, especially smaller
ones, may not be able to meet the response and delivery times you normally require, or they
may not bid on all-or-none projects. Try to make specifications more f lexible. For example,
allowing for longer delivery times could give smaller vendors that offer less wasteful products a
chance to compete.
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F The simpler the specifications, the less likely that they will limit a vendor’s ability to generate
innovative designs and processes. If you are unsure about what you need, describe the results you
require rather than the design parameters. For example, request a piece of equipment with
remanufactured components rather than specifying the components themselves.

For specifications that address durability or packaging:

F Explore the possibility of including extended warranties or guaranteed buybacks in your specifi-
cations. A vendor’s readiness to offer a warranty at a competitive price is an indication of prod-
uct durability. 

F Think about requiring vendors to take back packaging or use reusable shipping containers for
deliveries. This makes it clear that reducing packaging waste is really a factor in gaining or keep-
ing your business.

F If take-back is not a possibility, specify packaging that you can reuse, such as pallets of the size
used in your facilities.

If adding waste prevention product or packaging specifications is not possible right away, consider

using advance specifications to inform suppliers of the types of products you’ll be buying in the

coming years. These will also be useful to producers and distributors planning for product design

and manufacturing changes over time. 

Purchasing Contracts

Purchasing contracts can also contain obstacles to waste prevention purchasing. 

F As in the specifications, the contract clauses with the most potential to hinder waste prevention
are “all-new” and “all-or-none” requirement clauses. 

F Check all clauses for other language that could interfere with the waste prevention policy.

F Keeping waste prevention in mind, review any stipulated terms or conditions or any special
instructions to vendors.

Purchasing documents do not have to be changed every time you solicit bids. Once revised, subse-

quent alterations will be needed only if purchasing policies change.
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Monitoring and Reporting 

To get an idea of your progress in waste prevention purchasing and its effects on costs, obtain the

needed data from your own purchasing records or ask vendors and contractors for the quantities

and prices of the goods they supply. For vendor reporting, plan ahead by including detailed report-

ing requirements when obtaining bids and in subsequent agreements. For example:

F Require that data be provided for the entire company or for specific departments.

F Require that purchases be listed by product category (e.g., remanufactured equipment or less
toxic paints) or by individual item.10

F Design a reporting format for each contract, or require that vendors submit data on diskette in a
format consistent with your company’s computer systems. This will make it easier to combine
information from various vendors.

PPrraaccttiicciinngg  WWaassttee  PPrreevveennttiioonn  
WWiitthhiinn  tthhee  PPuurrcchhaassiinngg  DDeeppaarrttmmeenntt

All the waste prevention strategies discussed in this chapter are relevant to the purchasing
department itself, but paper waste is especially important. Work with vendors and your own
staff to reduce paper use:

• Require contractors to use both sides of the paper in their correspondence with you. This
will save them money and postage and save you filing space.

• Make sure your own documents are printed two-sided.

• Ask vendors to cut down on purchase orders — and the associated costs of printing, stor-
age, and disposal — by using a computerized system. (Consider hardware and software
costs and the training involved in learning to operate a new system.)

• Find out whether eliminating paper copies is feasible in the accounting department, the
legal department, and other paper-intensive areas.

• Find out whether every employee who receives vendor catalogs needs them, and ask vendors
to send fewer copies.

• Work with vendors to develop electronic versions of catalogs for on-line use.
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APPENDIX 1

WASTE PREVENTION PRODUCTS

Vendors offer a wide variety of products that help prevent or reduce waste. In seeking them out, start with
familiar items — such as plain-paper fax machines or remanufactured toner cartridges — that don’t look or
perform too differently from the ones users are accustomed to already. Also, look for products that are like-
ly to save you money. Then, as your new purchasing policy begins to gain support, expand the number of
waste prevention-related products that you buy. Below is a list of products whose function or composition
promotes waste prevention.

OFFICE AREAS
Hardware and Software

Furniture and Supplies

$$ E-mail, voice mail, intranet, and Internet
systems

$$ Photocopiers and printers with duplexing
capability

•Software that permits on-line generation of
letterhead and business forms 

•CD-ROMs, optical disks, and microfiche
for storing technical manuals, company
records, and other materials 

•Plain-paper fax machines 

•Fax modems

•Remanufactured photocopiers

•Computers and other equipment with mod-
ular features

•Computers and other equipment with
extended warranties

•Remanufactured computer disks

$$ Refurbished or remanufactured furniture

•Remanufactured toner cartridges for laser
printers, copiers, and fax machines

•Paper with recycled and “tree-free” content

•Chlorine-free unbleached paper

•Lower basis-weight paper

•Refillable inkjet cartridges

•Re-inked printer ribbons

•File folders with recycled content

•Rechargeable batteries

•Solar-powered calculators

•Sturdy staplers, scissors, file holders, book-
ends

•Narrow-ruled notebooks and notepads

•Wax adhesive (instead of rubber cement)

•Less toxic glues, pastes, glue sticks

•Nontoxic correction f luid

•Colored pencils, crayons, or colored wax
(instead of solvent-based markers)

•Perpetual calendars

•Refillable pens

•Water- and vegetable-based printing inks

•Erasable boards (for posters and signs)

•Reusable interoffice routing envelopes

•Reusable mailbags and boxes
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SHIPPING AND RECEIVING

FOOD SERVICES

Food & food-related items

Kitchen maintenance supplies

$$ Reusable shipping containers 

$$ Reusable slipsheets made from recycled 
material (instead of wood pallets)

$$ Durable, reusable corrugated or plastic ship-
ping pallets made from postconsumer recycled
materials

•Packaging made with postconsumer recycled
materials

•Reusable plastic crates (instead of corrugated
cardboard boxes)

•Reusable metal or plastic drums

•Cornstarch-based packing fill

•Paper shredder for making packing material
from wastepaper

$$ Washable serviceware

•Local and organically grown foods

•Precooked/pre-cut/already prepared foods

•Smaller plates to reduce “plate” waste

•Smaller containers on steam trays, salad bars,
and buffets to reduce waste from spoilage

•Staples (f lour, rice, pasta, sugar, coffee) pur-
chased in bulk

•Milk purchased in bulk 

• Juice, iced tea, and hot chocolate purchased
in bulk or concentrate form

•Carbonated drinks dispensed from refillable
cylinders

•Washable tablecloths, napkins, placemats,
towels

•Washable cafeteria trays

•Napkin dispensers

•Unbleached paper napkins with recycled con-
tent

•Smaller, thinner paper napkins

•Refillable condiment dispensers

•Bulk straw dispensers

•Reusable or unbleached coffee filters

•Food grinder or pulper system

•Energy-efficient dishwashing equipment

•Dry, concentrated dishwasher detergent stored
in dispensers

•Airtight, reusable food storage containers
(instead of plastic wrap)

•Spun-glass scouring pads (instead of steel
wool)

•Washable rags (instead of disposable wipes)

•Hot-air dryers or cloth-roll towels (instead of
paper towels)

•Unbleached paper towels with recycled con-
tent

•Large-roll paper towels 

•Smaller or lighter-weight paper towels 

•Nontoxic or less toxic cleaning f luids

•Cleaning supplies with concentrated refills

•CFC-free refrigerators, freezers, and coolers



92

BUILDING MAINTENANCE

JANITORIAL SERVICES
Cleaning supplies

Rest room supplies

VEHICLE MAINTENANCE

•Washable air conditioner filters 

•Reusable metal frames with disposable 
(air conditioner) f ilter inserts

•Rechargeable batteries

•Equipment powered by photovoltaics or 
fuel cells

•Water-based (instead of solvent-based) paints

• “Recycled” paints

•Less toxic cleaning products purchased in
bulk or concentrate form

•Refillable pump-spray bottles (instead of
aerosol cans)

•Washable rags (instead of disposable wipes)

•Reusable towels, mop heads, scrubbing pads

•Sponges purchased in bulk

•Cloth towels (instead of paper towels)

•Spun-glass scouring pads (instead of steel
wool)

•Reusable vacuum cleaner bags

•Hot-air dryers or cloth-roll towels (instead of
paper towels)

•Unbleached paper towels and toilet paper
with recycled content

•Large-roll paper towels and toilet paper

•Smaller or lighter-weight paper towels

•Liquid soap in wall dispensers
(instead of individually packaged bars or
“soft soap” in pump bottles) 

$$ Used or remanufactured vehicle parts such as
starters and alternators

•High-mileage tires

•Retreaded tires

•Re-refined motor oil and other vehicle lubri-
cants

•Vehicle lubricants made from vegetable oil

•Propylene glycol antifreeze (instead of ethyl-
ene glycol)

•Recycled antifreeze

•Antifreeze re-refining machine for large f leets
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LANDSCAPE MAINTENANCE

REMODELING AND RENOVATION

•Perennial ground covers, shrubs, and bushes
(instead of grass)

•Varieties of grass that require less mowing
and watering

•Trees, shrubs, and other plants that require
less pruning

•Perennial plants (instead of annuals)

•Drought-tolerant plants 

•Mulching mower

•Organic pest control methods and integrated
pest management (IPM) 

•Building materials made with recycled con-
tent

•Used/salvaged materials

•Modular wall systems

•Refurbished modular wall systems

•Solid wood shelving (instead of particle
board)

•Fiberboard made with post-consumer recy-
cled material

•Linoleum (instead of vinyl f looring)

•Refurbished carpeting

•Carpet made with recycled material, veg-
etable or solution dyes, and low-VOC adhe-
sives

•Carpet tacks (instead of f loor-covering adhe-
sive)

•Energy-efficient lighting systems (such as up-
down pendant light fixtures)

•Standard-size construction materials

•Durable materials and components

•Water-based, low-VOC paints and coatings
without toxic pigments
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APPENDIX 2

MODEL PROCUREMENT POLICY

FOR RECYCLED AND WASTE PREVENTION PRODUCTS

SSTTAATTEEMMEENNTT  OOFF  PPUURRPPOOSSEE  [Optional]

[ABC Co.] supports the preservation of natural resources and reduction of energy use and pollution
through the development of a less wasteful materials use system

[ABC Co.] recognizes the need to strengthen markets for materials collected in local recycling collec-
tion systems; 

[ABC Co.] desires to maximize reduction of discarded materials;

[ABC Co.] encourages economic development through attracting and retaining recycled and waste pre-
vention product manufacturers and distributors.

11..00 SSTTAATTEEMMEENNTT  OOFF  PPOOLLIICCYY  

1.1 It is the policy of [ABC Co.] to purchase waste prevention products and/or recycled products contain-
ing the highest amount of postconsumer material practicable or, when postconsumer material is
impracticable for a specific type of product, containing substantial amounts of recovered material.
Such products must meet reasonable performance standards, be available at a reasonable price and be
available within a reasonable time.  

1.2 All equipment bought, leased or rented shall be compatible with the use of waste prevention and recy-
cled products.

1.3 [ABC Co.] shall promote its use of waste prevention and recycled products whenever feasible.

22..00 DDEEFFIINNIITTIIOONNSS

2.1 “Buyer” means anyone authorized to purchase on behalf of [ABC Co.].

2.2 “Contractor” means any person, group of persons, business, consultant, designing architect, associa-
tion, partnership, corporation, supplier, vendor or other entity that has a contract with [ABC Co.] or
serves in a subcontracting capacity with an entity having a contract with [ABC Co.] for the provision
of goods or services. 

2.3 “Ownership Cost” means total ownership costs during a product’s life cycle, including, but not limited
to, acquisition, extended warranties, operation, supplies, maintenance, disposal costs and expected life-
time compared to other alternatives. 
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2.4 “Postconsumer Material” means a finished material which would normally be disposed of as a solid
waste, having completed its life cycle as a consumer item, and does not include manufacturing or con-
verting wastes. 

2.5 “Preconsumer Material” means material or by-products generated after manufacture of a product is com-
pleted but before the product reaches the end-use consumer. Preconsumer material does not include
mill and manufacturing trim, scrap, or broke which is generated at a manufacturing site and commonly
reused on-site in the same or another manufacturing process. 

2.6 “Price Preference” means the percentage allowance for a recycled product that costs more than a compa-
rable virgin product. In bid situations, it is the percentage above the lowest cost of a comparable virgin
product allowed for a recycled product when both bidders are responsible and responsive. 

2.7 “Purchasing Documents” means all documents used to solicit bids and purchase products, including but
not limited to: invitations for bids, requests for proposals, requests for quotations, and purchase orders. 

2.8 “Recovered Material” means fragments of products or finished products of a manufacturing process,
which has converted a resource into a commodity of real economic value, and includes preconsumer
and postconsumer material, but does not include excess resources of the manufacturing process.

2.9 “Recycled Content” means the percentage of recovered material, including preconsumer and postcon-
sumer materials, in a product. 

2.10 “Recycled Content Standards” means the minimum or maximum level of recovered material and/or
postconsumer material necessary for products to qualify as “recycled products,” as established by [juris-
diction].

2.11 “Recycled Product” means a product that meets [ABC Co.’s] recycled content policy objectives for post-
consumer, preconsumer and recovered material. 

2.12 “Remanufactured Product” means any product diverted from the supply of discarded materials by refur-
bishing and marketing said product without substantial change to its original form. 

2.13 “Reused Product” means 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.

2.14 “Waste Prevention Product” means a product that results in a net reduction in the generation of waste
compared to the previous or alternate version and includes durable, reusable and remanufactured prod-
ucts; products with no, or reduced, toxic constituents; and products marketed with no, or reduced,
packaging. 

33..00 PPOOLLIICCYY  IIMMPPLLEEMMEENNTTAATTIIOONN

3.1 The [Director of Purchasing or authorized representative] shall, in cooperation with [Waste Prevention
Program Manager] and any other relevant departments, develop administrative guidelines to implement
this policy. 
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3.2 The [Director of Purchasing or authorized representative] shall ensure that purchasing documents, speci-
fications, and contracting procedures do not discriminate against waste prevention or recycled products.

3.3 The [Director of Purchasing] shall establish recycled content standards and is authorized to raise or
lower them to meet the objectives of this policy. The decision to change any recycled content standard
shall be substantiated in the annual report. 

3.4 The [Director of Purchasing] is authorized to exempt product categories from this policy in cases when
all products contain recycled content [such as metals], or when health or safety may be jeopardized
[such as pharmaceuticals] or when multiple complex components or the nature of the product make
certification of recycled content impracticable [such as automobiles, computers, and software]. The
[Director of Purchasing] shall maintain a list of products exempted from this policy. 

3.5 The [purchasing entity] is authorized to participate in, and encourage other businesses to participate in,
cooperative purchasing agreements. 

44..00 PPRREECCEEDDEENNCCEE

4.1 When conflicts occur in product selections, the following hierarchy shall be used: 

•Reduction in quantity, volume, weight or toxicity; 

•Reusability; 

•Recycled content. 

Buyers shall maximize this hierarchy whenever possible. Products shall also be evaluated for recyclability. 

4.2 All [ABC Co.] departments and offices may evaluate environmental benefits and ownership cost when
evaluating prices to determine the lowest responsible bid. 

55..00 RREEAASSOONNAABBLLEE  PPRRIICCEE

[For businesses authorizing buyers to specify only recycled and waste prevention products in appropriate cases]: 

5.1a Buyers shall buy recycled and waste prevention products whenever possible. 

[Or, for businesses implementing a price preference for recycled and waste prevention products]:

5.1b This policy establishes a price preference of up to [x percent] for products that contain at least the
minimum of recycled content specified.  

[Optional but recommended f lexibility for businesses implementing a price preference policy]: 

5.2 The [Director of Purchasing] is authorized to purchase recycled and waste prevention products when
the price differential is higher than the price preference allows when the [Director of Purchasing] deter-
mines in writing that the additional cost is reasonable and in the best interests of [ABC Co.].
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5.3 The [Director of Purchasing] is authorized to raise or lower the price preference up to [x percent] for
recycled and waste prevention product categories in response to market conditions. The decision to
change the price preference shall be substantiated for each product category. 

[For businesses giving no authorization for recycled and waste prevention purchasing or for a price preference,
but willing to spend slightly more for recycled and waste prevention products in specified circumstances]:

5.1c On a case-by-case basis, the [Director of Purchasing] is authorized to purchase recycled or waste preven-
tion products at more than the lowest cost when the following conditions are met: 

a. The price differential is no greater than [x percent or x dollars] over nonrecycled or non-waste pre-
vention products,

b. The bidder is responsive and responsible,

c. The [Director of Purchasing] determines in writing that the additional cost is in the best interests
of [ABC Co.], and

d. No substantial budget impact would result. 

66..00 AAPPPPLLIICCAATTIIOONN

6.1 All [ABC Co.] departments, offices, vendors and contractors shall comply with this policy.

77..00  RREEPPOORRTTSS

7.1 The [Director of Purchasing or authorized representative] shall report to [ABC Co.] management annu-
ally, for both recycled and waste prevention purchases, annual dollar expenditures, percentage change
from previous years, percentage of total purchasing budget, total savings or cost for using recycled or
waste prevention purchases, and the number of product types bought in each category. The annual
report shall also include identification and discussion of instances in which this policy has been waived
or found impracticable, a discussion of other barriers to the procurement of recycled products, and any
instances when recycled content standards or price preferences were adjusted. 

[Individual businesses should adjust this list to fit their information needs and reporting capabilities.]

88..00 EEFFFFEECCTTIIVVEE  DDAATTEESS

8.1 This policy shall take effect on [date].

8.2 The [Director of Purchasing] shall issue implementation guidelines within one year following the effec-
tive date of this policy.

Source: This model policy is adapted from the “Model Procurement Policy for Recycled and Source Reduction Products” contained in

Resourceful Purchasing: A Hands-On Buyers Manual with How-To-Do-It Guidance for Source Reduction and Recycled Products by Nancy VandenBerg,

Susan Kinsella, and Carla S. Lallatin (Alameda County [CA] Source Reduction and Recycling Board, April 1996), pp. 17 - 22.
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APPENDIX 3

MODEL IMPLEMENTATION GUIDELINES FOR RECYCLED AND 

WASTE PREVENTION  PRODUCT PROCUREMENT POLICY

11..00 SSTTAATTEEMMEENNTT  OOFF  PPOOLLIICCYY  

1.1 It is the policy of [ABC Co.] to purchase waste prevention products and/or recycled products contain-
ing the highest amount of postconsumer material practicable or, when postconsumer material is
impracticable for a specific type of product, containing substantial amounts of recovered material. Such
products must meet reasonable performance standards, be available at a reasonable price and be avail-
able within a reasonable time.  

1.2 All equipment bought, leased or rented shall be compatible with the use of waste prevention and recy-
cled products.

1.3 [ABC Co.] shall promote its use of waste prevention and recycled products whenever feasible.

22..00 DDEEFFIINNIITTIIOONNSS

[Businesses should repeat here the definitions contained in their general policy.]

33..00 PPOOLLIICCYY  IIMMPPLLEEMMEENNTTAATTIIOONN

3.1 The [Director of Purchasing], in cooperation with [Waste Prevention Program Manager] and relevant
departments and offices shall aggressively implement [ABC Co.’s] Waste Prevention and Recycled
Product Purchasing Policy.

3.2 All departments, offices and agencies shall evaluate their product specifications and remove all obsta-
cles feasible to buying recycled and waste prevention products. Among the obstacles to be removed are:

• Requirements for virgin materials only,

• Language that excludes recycled products,

• Unnecessary qualif ications (e.g., high brightness levels for paper),

• Specifications written to describe particular nonrecycled and non-waste prevention products,

• Performance standards unrelated to actual need,

• “New” requirements that exclude remanufactured, reused or recycled content products.

3.3 Performance standards must be reasonable and related to operational need, and shall be designed to
encourage the purchase of waste prevention and recycled products.

3.4 Purchasing documents shall be structured to eliminate obstacles to buying waste prevention and recy-
cled products.
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3.5 Purchasing documents that require vendors to supply “all or none” of the products sought, or variations
thereof, shall be eliminated wherever feasible when recycled or waste prevention products are an option. 

3.6 The [Director of Purchasing or authorized representative] shall establish and maintain recycled content stan-
dards for the purchase of recycled and waste prevention products that meet the intent and objectives of this
policy and update them as market conditions require. [Note:  Many jurisdictions have established recycled
content standards. You can use those that are consistent with your policy to compile your business’s list.]

3.7 Buyers shall specify recycled content standards, as established by the [Director of Purchasing or autho-
rized representative], in applicable bid solicitations and purchasing opportunities. 

3.8 The [Director of Purchasing] shall maintain a list of product categories exempt from this policy. [Insert
list of exempt categories.]

3.9 When no recycled content standards exist, buyers shall purchase products with the highest percentage of
postconsumer materials practicable, as long as performance and availability meet requirements and price is
reasonable within the parameters of this policy. In cases when products cannot technically contain post-
consumer material, or insufficient postconsumer materials are available to meet demands, buyers can sub-
stitute the highest practicable amount of preconsumer material. When necessary to match national, state
or [jurisdiction] policies, buyers may seek products with both postconsumer and preconsumer materials.

3.10 Purchasing documents shall request identification of recycled content (recovered and postconsumer
materials, as applicable) for products whenever feasible.

3.11 Bids shall state that bidders’ failure to provide recycled content information shall mean zero recycled content.

3.12 The percentage of postconsumer and total recovered materials content in paper products shall be deter-
mined by fiber weight. Total product weight shall be used for all other types of products. For products with
varying surface treatments, such as insulation, total product weight shall refer to only the core materials.

3.13 Bidders shall be requested to minimize packaging to the greatest extent practicable. Individual buyers
shall encourage vendors to reduce packaging as much as possible.

3.14 Bidders shall be encouraged to offer waste prevention product alternatives if they can substantiate the
waste prevention benefits.

3.15 Successful bidders shall be required to certify the percentage content of postconsumer and/or total
recovered material, as specified, in products to be purchased. Individual buyers should make every effort
to confirm recycled content information when seeking telephone or faxed quotes or direct purchases. 

3.16 Buyers shall insert recycled content certification forms in all appropriate purchasing documents for non-
exempt product categories. 

3.17 Claims of waste prevention in the manufacture or use of any product shall be certified. 

3.18 Buyers shall justify in writing purchases of nonrecycled or non-waste prevention products to the
[Director of Purchasing or authorized representative], who may waive in writing a requirement of this
policy when he/she determines justification supports such a waiver and it is in the best interests of
[ABC Co.]. In those instances where it is deemed impracticable to procure a waste prevention or recy-
cled product, a specific explanation for the exclusion must be included in the purchasing record. 
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3.19 Equipment purchased or rented by [ABC Co.] shall be compatible, whenever practicable, with the use
of waste prevention and recycled products. Examples:

• Copiers with the default set to double-sided copying

• Copiers that guarantee compatibility with recycled products, including paper and laser toner cartridges

If deemed impracticable, a specific reason for using incompatible equipment must be included in the
purchasing record.

3.20 All departments and offices shall ensure that they and their contractors use both sides of paper sheets
whenever practicable.

3.21 Whenever practicable, recycled products shall be labeled as such in a standard format. Example:

• Printed pieces and copies, including letterhead and business cards, shall carry the following nota-
tion: Printed on recycled paper.

3.22 All [ABC Co.] vendors, contractors, and service providers shall be notified of this requirement to label
or otherwise designate recycled products as such at the time competitive bids or proposals are solicited
and at other appropriate opportunities. Grant applicants shall be notified of this requirement early in
the grant application process.

3.23 Buyers are authorized to participate in, and encourage other businesses to participate in, cooperative
purchasing agreements which meet the objectives of this policy.

3.24 The [Director of Purchasing or authorized representative], and [relevant departments and offices] shall
cooperate in hosting or publicizing seminars, workshops, trainings and bidders meetings to promote
[ABC Co.’s] policy.

3.25 The [Director of Purchasing or authorized representative], in cooperation with [Waste Prevention
Program Manager], shall educate buyers on issues relevant to buying waste prevention and recycled
products whenever necessary and appropriate.

3.26 Buyers shall educate vendors, suppliers, and contractors on issues relevant to waste prevention and
recycled products whenever necessary and appropriate.

44..00 PPRREECCEEDDEENNCCEE

4.1 When conflicts occur in product selections, the following hierarchy shall be used:

• Reduction in quantity, volume, weight or toxicity; 

• Reusability; 

• Recycled content. 

Buyers shall maximize this “reduce, reuse, recycle” hierarchy whenever possible. Products shall also be
evaluated for recyclability. 
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4.2 Whenever possible, buyers shall combine the hierarchy components to achieve the greatest environ-
mental benefit possible. Example:

• It may be better to replace a recycled product with a reusable product. An even better choice
would be a reusable product that also has recycled content.

4.3 Before seeking bids, buyers should evaluate the capacity to reuse, recondition or recycle a product and
its packaging through existing recycling collection programs. If a product is not recyclable, buyers
should evaluate whether the costs of disposal correspond beneficially with the ownership costs and
environmental benefits. In some cases, a product may not qualify for purchase because it is not com-
patible with [jurisdiction’s] recycling system.

4.4 When no bidder meets the specified minimum recycled content standard, buyers may purchase the
product with the highest percentage of postconsumer content or, when postconsumer content is not
practicable, the highest percentage of recovered material. This can only occur when the purchasing
document explains it as a method for contract award. 

4.5 When both recovered material and postconsumer material are specified, buyers may accept the lowest
cost bid that offers a substantially higher amount of postconsumer content than the specification
requires but does not meet specified recovered material requirements, even when other bidders meet
the specification in the purchasing document. This can only occur when the purchasing document
explains it as a method for contract award. 

4.6 Buyers shall have the f lexibility to evaluate environmental benefits and ownership costs when evaluat-
ing prices to determine the lowest responsible bid. Buyers shall compare, in appropriate cases, the
ownership costs of competing products. Purchasing documents must specifically explain this as a
method for contract award. 

55..00 RREEAASSOONNAABBLLEE  PPRRIICCEE

[For businesses authorizing buyers to specify only recycled and/or waste prevention products 
in appropriate cases]: 

5.1a Buyers shall buy recycled and waste prevention products whenever possible. 

5.2a Purchasing documents shall specify recycled and/or waste prevention products whenever feasible. 

[For businesses implementing a price preference for recycled products]: 

5.1b Buyers may apply a price preference of up to [x percent] for products that contain at least the mini-
mum of recycled content specified.  

5.2b Purchasing documents shall request prices for both recycled/waste prevention products and nonrecy-
cled/non-waste prevention alternatives, and bidders shall be allowed to offer prices for either alterna-
tive, or for both.
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[Optional but recommended f lexibility for businesses implementing a price preference policy]: 

5.3 The [Director of Purchasing] is authorized to purchase recycled and waste prevention products when
the price differential is higher than the price preference allows when the [Director of Purchasing] deter-
mines in writing that the additional cost is reasonable and in the best interests of [ABC Co.].

5.4 The [Director of Purchasing] is authorized to raise or lower the price preference percentage up to
[x percent] for recycled and waste prevention product categories in response to market conditions.
The decision to change the price preference shall be substantiated for each product category.

5.5 Buyers may apply to the [Director of Purchasing] for authorization to exceed the [x percent] price
preference if the additional expenditure, above the price preference, is no greater than [x percent or
x dollars].

[For businesses giving no authorization for recycled and waste prevention only purchasing or for a price
preference, but which are willing to spend slightly more for some recycled and waste prevention products in
specified circumstances]:

5.1c On a case-by-case basis, the [Director of Purchasing] is authorized to purchase recycled and waste pre-
vention products at more than the lowest cost when the following conditions are met: 

a. The price differential is no greater than [x percent or x dollars] over nonrecycled or non-waste
prevention products,

b. The bidder is responsive and responsible,

c. The [Director of Purchasing] determines in writing the additional cost is in the best interests of
[ABC Co.], and

d. No substantial budget impact would result. 

5.2  Buyers may apply to the [Director of Purchasing or authorized representative] for authorization for the
additional expenditure. 

66..00 AAPPPPLLIICCAATTIIOONN

6.1 All [ABC Co.] departments, offices, vendors and contractors shall comply with this policy.

6.2 Purchasing documents shall include requirements for successful vendors and contractors to comply
with this purchasing policy.

6.3 Purchasing documents shall specify that vendors and contractors must report [insert when, to whom]
the estimated quantities of waste prevention and recycled products with the percentage(s) of postcon-
sumer and/or total recovered materials for applicable products used to complete [ABC Co.’s] con-
tracts, agreements, and/or blanket orders. Use of nonrecycled or non-waste prevention products
requires justification.
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77..00  RREEPPOORRTTSS

7.1 The [Director of Purchasing or authorized representative] shall report to [ABC Co.] management
annually, for both waste prevention and recycled purchases, annual dollar expenditures, percentage
change from previous years, percentage of total purchasing budget, total savings or cost for using waste
prevention and recycled products, and the number of product types bought in each category. The
annual report shall also include identification and discussion of instances in which this policy has
been waived or found impracticable, a discussion of other barriers to the procurement of recycled and
waste prevention products and any instances when recycled content standards or price preferences were
adjusted. [Individual businesses should adjust this list to fit their information needs and reporting
capabilities.]

7.2 Buyers shall obtain quotes for comparable recycled/waste prevention and nonrecycled/non-waste pre-
vention items to fulfill reporting requirements.

7.3 Buyers shall establish virgin prices on a case-by-case basis at the time of the bid:

• On annual contracts, agreements and/or blanket orders, request both virgin and recycled product
pricing during the bidding process;

• On annual contracts, agreements and/or blanket orders, if asking for recycled products only, sur-
vey the market for virgin product prices by contacting at least three suppliers at the time of estab-
lishing the annual contract;

• For items not covered by annual contracts, agreements and/or blanket orders, either request both
virgin and recycled product pricing during the bidding process or survey the market for virgin
product prices by contacting at least three suppliers;

• If buyers do not, or cannot, obtain prices for virgin counterparts, the recycled product is to be
considered the low cost alternative and no price preference applies.

7.4 Buyers may specify in purchasing documents that vendors are required to furnish annual vendor
reports by [date] indicating the quantity, dollar amount, percentage(s) and type(s) of recycled content
for all products furnished to [ABC Co.]. 

7.5 All departments, offices and agencies shall submit reports to the [Director of Purchasing] by [date].

88..00 RREESSPPOONNSSIIBBIILLIITTIIEESS

[Director of Purchasing], in cooperation with [Waste Prevention Program Manager], shall:

8.1 Designate products to be evaluated and processes and procedures to be used or adopted by departments
and offices. Periodically transmit this information to departments and offices for implementation.

8.2 Provide departments and offices with information to facilitate their evaluation and purchase of waste
prevention and recycled products, inform them of their responsibilities under this policy, and provide
technical assistance in policy implementation.

8.3 Host or publicize seminars, workshops, trainings and bidders meetings to promote [ABC Co.’s] policy;
educate buyers on issues relevant to buying waste prevention and recycled products.
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8.4 Establish and revise recycled content standards as necessary to ensure that recycled products purchased
under this policy contain the maximum practicable amount of postconsumer and recovered material
and are consistent with guidelines and regulations promulgated by the United States Environmental
Protection Agency, [relevant state], and other federal, state and local agencies. 

8.5 Maintain a list of current recycled content standards for appropriate recycled products.

8.6 Transmit recycled content standards to all departments and offices. 

8.7 Maintain a list of exempt product categories.

8.8 Assemble an annual report to [ABC Co.] management on the status of policy implementation. 

[ABC Co.] departments and offices:

8.9 Ensure that contracting procedures do not discriminate against waste prevention and recycled products
without approved written justification.

8.10 Assign personnel to evaluate appropriate waste prevention and recycled products to determine the
extent to which each may be practicably used by [ABC Co.] and its vendors and contractors.

8.11 Revise purchasing procedures to maximize the specification of waste prevention and recycled products
whenever practicable and facilitate compilation of data on the purchase of such products by [ABC
Co.] and its vendors and contractors. 

8.12 Transmit evaluation results and procurement data to the [Director of Purchasing] by [date] each year
for inclusion in the annual report to [ABC Co.] management on the status of policy implementation.

99..00 EEFFFFEECCTTIIVVEE  DDAATTEESS

9.1 This policy shall take effect on [date].

1100..00 PPUURRCCHHAASSIINNGG  CCLLAAUUSSEESS

[For businesses that cannot generate purchasing documents through their software]:

10.1 The following clauses were approved for use by [Director of Purchasing] on [effective date] for use in
standard terms and conditions. Review all new purchasing documents carefully to be certain that all
parts of the document, including specifications, meet the intent of these clauses. 

[Insert clauses for standard terms and conditions.]
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10.2 The following special clauses were approved by [Director of Purchasing] on [effective date]. Review all new
purchasing documents carefully to be certain that outdated clauses are removed or revised as necessary.

[Insert bid clauses for the various types of purchasing documents affected. State the type of document,
then list the clauses with the specific circumstances when the clause applies.]

[For businesses that generate purchasing documents with their software]:

10.1 Appropriate waste prevention and recycled product bid clauses have been developed for use by buyers.
These are updated periodically. Review the clauses in standard terms and conditions and in special terms
and conditions for the latest update before developing purchasing documents. Carefully review all new
purchasing documents to be certain that outdated clauses are removed when new clauses are inserted. 

[Insert the source from which to obtain relevant bid clauses. Be certain there is a mechanism to state 
the most recent update. Explain where to find clauses for each type of purchasing document used by
your business.]

Source: These model guidelines are adapted from the “Implementation Guidelines for Source Reduction and Recycled Product

Procurement Policy” contained in Resourceful Purchasing: A Hands-On Buyers Manual with How-To-Do-It Guidance for Source Reduction and

Recycled Products by Nancy VandenBerg, Susan Kinsella, and Carla S. Lallatin (Alameda County [CA] Source Reduction and Recycling

Board, April 1996), pp. 23 - 34.




