Module i: Procurement Guidelines

Department Needs Assessment

	Guidelines
	Not generally Practiced
	Generally practiced
	Written department Standard
	Don’t know
	Other

	Promote energy efficiency
	
	
	
	
	

	Purchase Energy Star® equipment.
	
	
	
	
	

	Purchase equipment with Energy Star® modes active upon delivery.
	
	
	
	
	

	Network equipment whenever possible to reduce energy use.
	
	
	
	
	

	Review State Administrative Manual Management Memo 01-14 for information on Energy Star® purchasing.
	
	
	
	
	

	Promote materials efficiency
	
	
	
	
	

	Ask the manufacturer or supplier to send equipment with a minimum of packaging and with recycled packaging.
	
	
	
	
	

	Check to see if the supplier will take back the packaging for reuse or recycling.
	
	
	
	
	

	Look for design features that allow for product upgrade, repair and remanufacture.
	
	
	
	
	

	Choose the right capacity for copiers (duplex speed and monthly volume) and make sure the use of recycled paper is compatible.
	
	
	
	
	


	Purchase re-manufactured toner cartridges.
	
	
	
	
	

	Consider leasing equipment or including take-back clauses to eliminate the need to manage future surplus equipment.
	
	
	
	
	

	Promote toxics reduction
	
	
	
	
	

	Purchase equipment with reduced levels of toxic or hazardous constituents.
	
	
	
	
	

	Purchase laser printers and copiers with low indoor air-pollutant emissions.
	
	
	
	
	

	Request that the vendor collect, refill or recycle toner cartridges.
	
	
	
	
	

	Request recycled content materials in electronic equipment.
	
	
	
	
	

	Request features that will save ink and toner in printers and copiers (e.g. draft printing capacity, refillable toner and ink cartridges for ink jet printers).
	
	
	
	
	

	Purchase from environmentally responsible corporations.
	
	
	
	
	


