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The Sustainable Purchasing Policy was introduced in 2014 as part of AET Group’s Sustainability Policy. The
purpose of this policy is to provide a purchasing framework that will advance the sustainable use of resources
utilized by AET Group. This document provides background information, considerations to be addressed
during the procurement process, and a decision-making framework to help evaluate the economic,
environmental, and social merit of different options. This document is designed to incorporate and evaluate
responses from the Vendor Questionnaire.

1.0 Sustainable Purchasing Guidelines

Please refer to Appendix A for a series of reference questions to help guide general procurement decisions.
Not all of the questions will be applicable for all products and services, however they should provide a
framework for making decisions guided by sustainability. Appendix B summarizes some of the most common
ecolabels found on products and services sold in Canada. These are labels that identify a product that has a
lower impact on the natural environment, which is verified through objective third party analyses and testing.
Appendix C provides common definitions related to sustainable purchasing.

It is recognized that in some cases the selection of environmentally preferable products and materials may be
less competitive in terms of pricing. AET Group shall implement a price preference of 10% to encourage the
purchase of recycled and environmentally preferable products.

The following sections provide suggestions for considerations and questions to ask when purchasing Office
Supplies, Project Equipment, Furniture, and Catering.

AET encourages all staff to follow these sustainable purchasing guidelines for any necessary purchases while
working from home.

2.0 Considerations for The Purchase of Office Supplies

This applies to the purchase of office supplies including paper, toner, pens, etc. Please refer to the Printing Policy
for further information on the use of office supplies.

1. Purchase items with a high percentage of post-consumer recycled content (plastic, paper, metal).

2. Purchase paper that is FSC certified, 100% post-consumer recycled, chlorine-free and produced using
renewable energy (e.g., Biogas energy).

3. Look for reusable items (e.g., refillable pens, pencils and highlighters, USBs, remanufactured or

reusable).

Consider circular economy when purchasing to avoid single use items and packaging.

Choose items that are made of non-toxic and biodegradable ingredients.

Request minimal packaging material.

Purchase in bulk to reduce packaging waste and source local products (within 100km radius) to reduce

carbon from transportation.
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3.0 Considerations for The Purchase of Project Equipment

This applies to the purchase of equipment used for project work including personal protective equipment,
garbage bags, bins, etc.

Clothing:

1. Look for clothing that has been manufactured in Canada, with materials from Canada.

2. If clothing manufactured in Canada is not available, look for reputable brands that adhere to fair and
safe labour laws and practices.

3. Purchase in bulk to reduce transportation and packaging waste.

4. When possible, choose clothing made from natural versus synthetic materials.

Other equipment:

When possible, repair, upgrade or refurbish existing equipment without compromising safety.

When possible, rent equipment.

Look for products with relevant ecolabels (see Appendix B for more information).

Look for products made from refurbished or recycled materials.

Purchase in bulk to reduce transportation and packaging waste (evaluate for out-of-province projects).
Choose durable products.

ouhkwNE

4.0 Considerations for The Purchase Of Furniture

This applies to the purchase of new and used furniture for the office.

1. Purchase only what is required.
2. Purchase re-used or re-furbished furniture if possible.
3. When possible, look for products that:
a. Are made in Canada, using materials from Canada.
b. Have associated ecolabels (see Appendix B for further information)
c. Are made using non-toxic or free-from adhesives, paints, coatings and sealants (e.g., low/no
VOC) that can cause potential air quality issues.
d. Are made to be durable and modular so that they may be used for multiple purposes and in
different configurations.

5.0 Considerations for The Purchase of Catering

This applies to the purchase of food and beverages for team meetings and events.

Food

e Request local, fair trade products.

e Choose locally owned restaurants that use local ingredients.

e When possible, choose vegetarian or non-beef protein options.

e Request that condiments be provided in bulk if not available at the office.

e Request pitchers of water rather than bottled water for events outside the office.
e Request that single use items are not included in orders.
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Waste Disposal

e Provide organics diversion and recycling at events.

e Request non-disposable cutlery, mugs, glasses, and dishes. If not available from vendor for out-of-
office events, AET will provide.

e Encourage staff to bring their own reusable water bottles and mugs.

6.0 Review

This policy shall be reviewed annually by the Sustainability Team, revised accordingly, and approved
by the Owner Representative.

7.0 Revision History

Rev. # Description of Change Revision Date

00 Initial Release

01 2020-01-10

02 Updated to new format. Changed wording. 2021-07-07

03 Year.IY Reyiew. Added additional Sustainability 9023-03-27
Certifications

04 Yearly Review. Added single use plastics. 2024-03-19
Updated name of policy.

05 Yearly Review. Removed mention of CDs and 2025-04-01
DVDs.
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Appendix A — Procurement Considerations
Need for the item

e Have repairs, upgrading or refurbishing been considered as an alternative?
e Can the product(s) be rented?

Vendor

e How does the vendor address energy conservation and efficiency with respect to the production of
manufactured goods, delivery of services, and/or within their organization?

e Does the vendor have sustainability goals for their own organization?

e Does the vendor take actions to minimize nearby green space?

e What does the vendor do to lower carbon emissions through operations, and by staff, clients and
suppliers?

e What is the vendor doing to minimize waste?

e Does the vendor do anything to decrease water use, and improve water quality?

Product

e |[s there a sustainability certification with, or ecolabel identifier on, the product or service?

e What is the efficiency of the product?

e Are there more efficient options?

e Does the product have any additional energy-saving features?

e |sthe product or service going to have any impact on AET’s green space?

e |Isthe product or service going to have any impact on the surrounding community’s green space?

e Have all aspects of the product or service been evaluated to ensure there are no potential negative
impacts on the health and well-being of staff?

e What method(s) will be used to deliver the goods and services?

e How far must they travel?

e How frequent are deliveries? Can they be less frequent? Can bulk orders be made?

e Will the purchase impact water quality at a local or regional scale?

Product end-of-life

e Does the vendor have a take-back program?

e |sthe product made of recovered or recycled materials?

e How is the product packaged?

e How will the packaging be disposed of?

e Will any waste be generated as by-products of the good or service?

e How long will the product last?

e How will the product be disposed of?

e Arethe packaging and product recyclable within the Region of Waterloo?
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Appendix B: Relevant Ecolabels
Sustainability Certifications

e Ecologo - assurance that the products and services bearing the logo meet set standards of
environmental leadership.

e Blue Angel - awarded to products and services which - from a holistic point of view — have considerably
less environmental impact.

e Green Seal - product has passed rigorous scientific testing, works as well as or better than comparable
products and that it was evaluated without bias or conflict of interest.

e BCorp —designation that a business is meeting high standards of verified performance, accountability,
and transparency on factors from employee benefits and charitable giving to supply chain practices
and input materials.

e Forestry Stewardship Council (FSC) — defines standards of responsible forest stewardship that are
supported by environmental, social, and economic stakeholders, taking care of both the forests and
the people and wildlife that call them home.

e Fair Labor Accreditation — assurance that a company is actively fulfilling the highest standards in labor
rights.

Social Justice

e Fair Trade - godl is to provide farmers in developing nations with the tools to thrive as international
business people, using a market-based approach.

Food Products

e Canada Organic - agricultural products that contain at least 95% organic ingredients.

e USDA Organic- same as above, but two levels of certification (100% organic or 95%).

e Marine Stewardship Council - wild-caught in a manner addressing three principles: sustainable fish
stocks, minimizing environmental impact, and effective management.

Electricity and Energy

e EnerGuide — label reports annual energy consumption in kWh/year for electrical appliances, allowing
for users to approximate annual operating costs.
e Energy Star - appliances that achieve above-average levels of energy efficiency.

e EPEAT - global registry for lower impact electronics, combining comprehensive, objective criteria for
design, production, energy and materials use and recycling.

Indoor Air Quality

e GreenGuard - certifies products and materials for low chemical emissions and provides a free resource
for choosing healthier products and materials.

Paper and Wood Products

e Forest Stewardship Council — verified by third-party Certifiers to meet FSC's requirements through the
FSC Forest Management and Chain of Custody certification systems.

e Sustainable Forestry Initiative - addresses key environmental, social, and economic forest values
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Product Life Cycle

e Cradle to Cradle - evaluates product design and manufacturing practices in five categories: Material
Health, Material Reutilization, Renewable Energy Use, Water Stewardship, and Social Responsibility

Sustainable Building

e LEED —third party certification program for sustainable building design. The LEED program is an
international standard that governs the design, construction and operation of high performance,
energy efficient, sustainable buildings.
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Appendix C: Definitions

Post-consumer - material generated by households or by commercial, industrial, and institutional facilities in
their role as end users of the product, which can no longer be used for its intended purpose. This includes
returns of material from the distribution chain.

Pre-consumer - material diverted from the waste stream during the manufacturing process. Excluded is re-
utilization of materials such as rework, regrind or scrap generated in a process, which is then capable of being
reclaimed within the same process that generated it.

Practicable - satisfactory in performance and available at a reasonable cost.

Reduce - using less in the first place and avoiding waste. Examples of this include purchasing in bulk to reduce
packaging and the purchase of printing equipment that prints double sided.

Reuse - using the same item more than once. Examples of how this may be achieved are leasing
arrangements or refurbishment of existing furniture and equipment, adopting a practice of replacing excess
stationery and consumables and ensuring that new purchases are durable, have a long service life and are
easy to maintain and upgrade.

Recycle - purchase products that contain materials that can be recycled or that have been made from recycled
or remanufactured materials.

Recycled materials - materials that have been reprocessed from recovered material by means of a
manufacturing process and made into a final product or into a component for incorporation into a product.

Recycled products - materials that have been recovered, processed, and used as a raw material for the
manufacture of a useful new product through a commercial process. These products will contain a specified
percentage of material that would otherwise have been disposed of as waste.

Re-manufactured - to renew or restore a used product into its original form or into a useful new product
through a commercial process.

Reclaimed - to bring into or return to a suitable condition for use; to recover (materials) in a pure or usable
form from refuse, discarded articles, etc.

Sustainable use of resources - use of resources that meets the present needs of the purchaser while balancing
the social, economic, and environmental impacts, including costs to the environment and depletion of
resources.

Value for money - the identification and inclusion of all direct and indirect costs associated with a particular
product or material. This includes the initial cost of purchase, length of warranty, product efficiency,
anticipated maintenance and repair, and the direct and indirect costs associated with disposal or removal of
the product at the end of its useful life.

ALL PRINTED DOCUMENTS ARE UNCONTROLLED



	Food
	Waste Disposal
	Appendix A – Procurement Considerations
	Need for the item
	Vendor
	Product


	Product end-of-life
	Sustainability Certifications
	Social Justice
	Food Products
	Electricity and Energy
	Indoor Air Quality
	Appendix C: Definitions


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



