    sIX MONTHS TO AN AFFIRMATIVE PROCUREMENT PROGRAM


     This document outlines a plan for developing an affirmative procurement program over a six-month period.  It provides a proposed schedule, a list and explanation of required activities, and tables listing affirmative procurement opportunities at typical bases.


The first table in this document provides an overall schedule for the establishment of an affirmative procurement program at an installation in six months.  Six months is a reasonable period of time because if it were any longer, base personnel may lose momentum and interest in the program.  A schedule of less than six months may be too ambitious, but may be appropriate for bases with a more mature affirmative procurement program.

The schedule provides for naming a coordinator of the affirmative procurement program at the base and for establishing a committee that will assist this coordinator with the implementation of the affirmative procurement program at the installation. This group will be known as the Affirmative Procurement Team or the "AP-Team."  The AP-Team will meet monthly over six months to receive assignments and to report back on progress being made.

The first meeting will be primarily an organizational meeting.  The first order of business is for the AP-Team leader to provide everyone in attendance with a summary of the requirements of the affirmative procurement program and define certain key terms.  At this meeting, the AP-Team should define their own local goals and objectives or adopt those specified by the USAF.  Each member will be given a copy of Air Force affirmative procurement guidance (could be given out before the meeting or via email) and will be provided with a copy of the schedule (developed from the table within this document).

As with all meetings, AP-Team members will receive specific assignments to be completed by the next monthly meeting.  For this first meeting, the following assignments will be made:

1. Identify items purchased/stocked by each organization that could be substituted with a product that conforms to the CPG.

2. Identify procedures in each organization that could be changed to promote affirmative procurement purchases.

3. Attempt to estimate the success of current affirmative procurement efforts in terms of dollar value of total purchase vs. value of products conforming to the CPG.  Identify steps the organizations can take to make all purchases conform.

Six Months to an Affirmative Procurement Program

WEEK(S) AFTER START

TASK #


TASK DESCRIPTION


COMPLETE?

0
1
Name an AP-Team Leader 
formcheckbox 


1
2
AP-Team leader reads the "Guide to Green Purchasing" and other material to acquaint themselves with the goals and objectives of the USAF AP Program
formcheckbox 


1
3
Identify AP-Team members (See AFI 32-7080)
formcheckbox 


2
4
Conduct first AP-Team meeting (could be facilitated by contractor support)
formcheckbox 


2
4a
‑
Goal and objectives of AP-Team and AP program for your base
formcheckbox 


2
4b
‑
Describe each guideline area [provide handout or Web page address for EPA's CPG Guidelines]
formcheckbox 


2
4c
‑
Provide schedule to each team member (using this table)
formcheckbox 


2
4d
‑
Provide each member with Air Force AP guidance (hard copy or Web site address)
formcheckbox 


2
4e
‑
Make assignments for next meeting (within 1 month)

‑
Identify items purchased/stocked by each organization that could be made from recycled stock  (affirmative procurement "opportunities" - refer to tables at the end of this document for examples)

‑
Identify procedures that could be changed to promote AP purchases  

‑
Attempt to quantify current AP efforts in terms of dollar value of total purchase vs. value of recycled products 
formcheckbox 


4
5
Determine where and for what the majority of Government purchase card purchases are made
formcheckbox 


5
6
Discuss ways of collecting AP information required for next meeting
formcheckbox 


6
7
Conduct meeting No. 2
formcheckbox 


6
7a
‑
Receive information from each organization on current AP programs
formcheckbox 


6
7b
‑
Receive information on items that could be purchased with recycled content
formcheckbox 


6
7c
‑
Receive information on procedures that could be changed
formcheckbox 


6
7d
‑
Request that each organization put together an action plan for implementing AP opportunities
formcheckbox 


7
8
Review affirmative procurement opportunities (proposed/implemented)
formcheckbox 


7
9
Have installation look into establishing an office supply outlet on base through NIB/NISH
formcheckbox 


WEEK(S) AFTER START

TASK #


TASK DESCRIPTION


COMPLETE?

10
10
Conduct meeting No. 3
formcheckbox 


10
10a
‑
Receive information on action plans
formcheckbox 


10
10b
‑
Discuss methods for outreach/training
formcheckbox 


10
10c
‑
Establish Government purchase card holder training
formcheckbox 


10
10d
‑
Assign training responsibilities and dates (could be contracted out, or could use EPA Web-based information)
formcheckbox 


10
10c
‑
Establish training for specification writers who prepare construction and service contracts
formcheckbox 


10
10d
‑
Assign training responsibilities and dates (could be contracted out, or could use AFCEE training slides)
formcheckbox 


11
11
Put out flyers/brochures to base personnel.  Put ads in newspaper.
formcheckbox 


14
12
Conduct meeting No. 4
formcheckbox 



12a
‑
Review goals from meeting No. 1 and see if you are on track
formcheckbox 



12b
‑
Review action plans to determine if on track to meet schedule
formcheckbox 



12c
‑
Discuss methods to determine AP compliance
formcheckbox 



12d
‑
Discuss training status
formcheckbox 



12e
‑
Discuss outreach status
formcheckbox 


18
13
Conduct meeting No. 5

(At this point, most of the action items should be coming to fruition.  Training should be complete or nearing completion.  Local vendors that offer recycled products should be identified with lists of specific products)
formcheckbox 


18
13a
‑
Disseminate list of local product vendors 
formcheckbox 


18
13b
‑
Report on opportunity status
formcheckbox 


18
13c
‑
Finalize compliance assurance procedures
formcheckbox 


20
14
Answer questions on compliance assurance procedures
formcheckbox 


22
15
Conduct meeting No. 6 (last meeting)
formcheckbox 


22
15a
‑
Review opportunity status (all should now be implemented)
formcheckbox 


22
15b
‑
Collect first round of compliance assurance information
formcheckbox 



15c
‑
Discuss future AP-Team efforts

· Periodic meetings

· Submittals of AP compliance information

‑
Biennial AP training
formcheckbox 


26
16
AP Program Implemented!
formcheckbox 


The second meeting is designed to be a report on the scouting mission of the AP-Team members based on the assignments made at the first meeting.  Information will be received and reported by the AP-Team members on affirmative procurement progress towards the 100 percent goal at their organizations.  Many of the AP-Team members may need additional time to complete their first meeting assignments.

For this second meeting, the AP-Team members should be assigned the task of reviewing the implementation of specific affirmative procurement opportunities. An "opportunity" exists whenever an organization buys an item that is included in EPA's Comprehensive Procurement Guidelines. See the tables at the end of this document for lists of potential opportunities.  The team members' assignment for next month's meeting will be to provide a brief action plan on how they plan to implement their assigned opportunities in the next five months.

Meeting number three finds the affirmative procurement program beginning to emerge.  The primary purpose of this meeting is to review the action plans for implementing affirmative procurement opportunities and to discuss methods for public outreach and training.  Specific training is recommended for Government purchase card holders, and for civil engineering personnel who write specifications for construction and service contracts.  Awareness training should be provided to the entire base population.

At meeting number four, the AP-Team should review the goals and objectives from meeting number one to determine if the AP-Team is on track to meet those goals and objectives in the next two to three months.  In addition to discussing the status of training and implementation of affirmative procurement opportunities, now is the time to discuss procedures to verify compliance with affirmative procurement requirements.  AP-Team members should each be assigned the responsibility of determining how they plan to report affirmative procurement progress to the AP-Team leader.  They must keep in mind that RCRA requires affirmative procurement programs to include "monitoring and review."

Meeting number five occurs at about the 18th week of this process to establish an affirmative procurement program.  At this point most of the action items should be coming to fruition.  Training should be completed or nearing completion.  Local vendors that offer recycled products should be identified and lists of specific recycled products should be developed.  At this meeting, the AP-Team will discuss the status of progress made to date and will finalize a list of compliance assurance procedures.  Announce to AP-Team members that they should use their tracking procedures to provide a report to the AP-Team at the next meeting.  This report will be the initiation of the affirmative procurement program monitoring process.  

Although the AP-Team should meet periodically to review progress, identify problems, or to implement new initiatives, the sixth meeting will be the last meeting for this initial affirmative procurement "implementation" stage.  At this point, all of the opportunities should have been implemented and all of the training complete.  The first round of affirmative procurement compliance information will be collected and the AP-Team leader will provide a schedule for future submissions of this information.  The AP-Team should also discuss future affirmative procurement efforts.  Future efforts might include holding a recycled products fair (possibly in conjunction with Earth Day activities) or conducting biennial refresher training on affirmative procurement requirements.  The future meetings should coincide with the submissions of compliance assurance information.

At this point the installation should be at or near full compliance with the requirements of the USAF's affirmative procurement goals and the base should have met all of its goals and objectives.  The affirmative procurement procedures put into place over the six month implementation period will now be the standard operating procedures for all base personnel and organizations.

Opportunities for Affirmative Procurement Implementation

A number of opportunities are available to bases for implementing an effective affirmative procurement program.  The tables on the following pages provide a summary of opportunities by CPG category. In addition, another category called “Administrative Opportunities” lists opportunities that are not associated with a CPG category, but are considered procedural measures that will help bases to implement the affirmative procurement program.

Each opportunity table lists the opportunity number, a short title, a description of the opportunity, and the suggested office of primary responsibility (OPR).  


Proposed Affirmative Procurement Opportunities:  Paper and Paper Products

OPP. NO.
TITLE
ACTION
OPR

P-1
Use recycled-content copier paper
All functional areas should buy only recycled-content copy paper.  Review current stock number and procedures for acquiring copy paper.  Copy paper should be at least 20% post-consumer or recovered content.  
· All Functional Areas

· Contracting

P-2
Change copier leases


If a copier lease currently has specified in it that the machine’s paper be supplied by the vendor, ask the vendor to supply you with paper that conforms with the EPA RMAN.  There should not be any change in price, because recycled-content paper is about the same price as virgin.  If the vendor tries to raise the lease price, tell them that you are a good and large customer and you would hate to take your business elsewhere when the copier lease comes up for renewal.  For new copier leases, ensure that the terms of the lease, if they include supplying the paper, have that the paper be recycled-content paper meeting the EPA RMAN guidelines.
· Contracting

· DLA-DAPS

P-3
Require bathroom towels, toilet paper, and tissues that meet the RMAN
Ensure that you are purchasing products that meet the EPA RMAN for these categories. Refer to the GSA Federal Supply Service Environmental Products Guide for details on ordering these items.  If the janitorial service contract that you have requires the service to provide the paper products, request that these be changed to recycled-content paper products or make the change the next time the contract comes up for renewal.
· CE

· Contracting

P-4
Buy other paper-based office supplies that meet the RMAN
Ensure that other paper-based office supplies (e.g., paper pads, envelopes, manila folders, hanging folders, index cards, etc.) that are bought meet the EPA RMAN requirements. Refer to the GSA Federal Supply Service Environmental Products Guide for details on ordering these items.
· All Functional Areas

· Contracting

P-5
Purchases using Government purchase card  must conform with the Javits-Wagner-O’Day (JWOD) Act
If office supplies are purchased by individual organizations, these organizations must comply with the requirements of the JWOD Act.  This requires that each organization must order office supplies either from GSA Customer Supply Centers, through GSA Advantage!, or through JWOD-compliant commercial vendors.  Orders to commercial JWOD vendors can be made by telephone, fax, or by electronic data exchange.  

NOTE:  ORGANIZATIONS MAY NOT PURCHASE NIB/NISH-PRODUCED OFFICE SUPPLIES DIRECTLY FROM LOCAL COMMERCIAL VENDOR STORES.
· Contracting

P-6
Produce base newspaper on recycled-content stock
Whenever possible, produce the base newspaper or other public communication on newsprint meeting the RMAN.  Check with your printing vendor on availability/cost impacts.
· Public Affairs

· Contracting

P-7
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

                                                           Proposed Affirmative Procurement Opportunities:  Vehicular Products

OPP. NO.
TITLE
ACTION
OPR

V-1
Purchase re-refined oil
Re-refined oil is available from the Defense Supply Center Richmond (1-800-345-6333) in 10W-30 and 15W-40 weights.  It will be available in 5W-30, 15W-40 (diesel motors), 30 and 40 weights in 1998.  It is available in quart bottles, five-gallon cans, and 55-gallon drums.  Re-refined motor oil is accepted by most major manufacturers of cars and trucks, and has been approved for use by the USAF.
· Vehicle Maintenance

· AGE

V-2
Purchase retread tires for all vehicles
Use retread tires on those vehicles that are eligible according to T.O. 00-25-246.  This T.O. restricts the use of retread tires on a number of vehicles including:  ambulances; law enforcement vehicles; the front, steering axle of buses; two-ply and/or “A” & “B” load range tires (i.e., passenger vehicles and light trucks); or any vehicle that may adversely affect safety or the base’s mission.  However, according to the Tire Retread Information Bureau, the only Federal restriction on retread tires is found in Section 393.75 of the Federal Motor Carrier Safety Regulations which states that retread tires are precluded from use on the front tires of school buses.  All other uses are acceptable by Federal and state statutes (Brodsky 1998).  
· Vehicle Maintenance

V-3
Reclaim engine coolants/purchase engine coolants
Reclaim and reuse engine coolants to the extent possible.  If you need to purchase new engine coolant, consider purchasing reclaimed engine coolant.
· Vehicle Maintenance

· AGE

V-4
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Construction Products

OPP. NO.
TITLE
DESCRIPTION
OPR

C-1
Revise construction specifications
Construction specifications for both new construction and renovations must be revised to require that contractors use or supply building materials that meet or exceed the current EPA RMAN requirements. 
· CE 

C-2
Verify construction contains recycled-content products
 After contract award, request the contractor submit a sample of the recycled-content products to be utilized on the requirement on an AF Form 3000 to the Contracting Officer for review/approval  (Samples of floor tile, restroom and shower dividers, patio blocks, carpeting, and other applicable recycled-content products.) Have the contractor demonstrate that these items meet the EPA RMAN requirements and comply with your specification (See Item C-1 above).  Question the contractor about how they will ensure that the concrete they use on the project will meet the EPA RMAN (and your) specifications.  Have the Quality Assurance Evaluation (QAE) inspector ensure that the contractor is meeting these requirements.
· CE 

C-3
Use construction materials that meet the EPA RMAN
Materials bought by CE supply or special ordered for base maintenance projects should conform to the EPA RMAN.  These products include:  building insulation products, carpeting, cement and concrete containing coal fly ash, floor tiles, patio blocks, shower and restroom dividers, structural fiberboard, and laminated paperboard.  Review current stock items and confer with Contracting, Base Supply, or local vendor to ensure that new stocks meet the requirements of the EPA RMAN.
· CE 

· Contracting

C-4
Use consolidated and reprocessed latex paint 
Use consolidated or reprocessed latex paint whenever possible.  Refer to  the EPA RMAN, which provides specific National Stock Numbers (NSNs) for these items.  They may be available locally as well. Consult local paint vendors.
· CE 

C-5
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Transportation Products

OPP. NO.
TITLE
DESCRIPTION
OPR

T-1
Buy traffic cones/traffic barricades that meet the EPA RMAN
The EPA RMAN specifies that traffic cones made of plastic or crumb rubber be 50 to 100% recovered material.  Traffic barricades, depending on type, should have a recovered material content of 25% (steel) to 100% (all others).
· CE 

· Flight Operations

· Contracting

T-2
Purchase parking stops that meet the EPA RMAN
Parking stops made of concrete should contain either coal fly ash or ground granulated blast furnace slag (see EPA RMAN for details).  Plastic or rubber stops should be 100% recovered materials (See GSA Environmental Products Guide).
· CE 

· Contracting

T-3
Purchase compliant traffic control devices 
Channelizers, delineators, and flexible delineators should meet EPA RMAN requirements.
· CE 

· Contracting

T-4
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Park and Recreation Products

OPP. NO.
TITLE
DESCRIPTION
OPR

PR-1
Purchase plastic fencing for specified uses
Plastic fencing used in controlling snow or sand drifting and as a warning/safety barrier in construction should contain 60-100% postconsumer material.
· CE 

· Contracting

PR-2
Use plastic or rubber playground or running tracks
Playground surfaces or running tracks (plastic or rubber) should contain 90-100% postconsumer material.
· CE 

· Services

PR-3
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities: Landscape Products

OPP. NO.
TITLE
DESCRIPTION
OPR

L-1
Use hydraulic mulch
Use hydraulic mulch, which contains up to 100% postconsumer content of paper or wood/paper.  Require contractors performing landscaping or grounds maintenance to do the same through contract modifications.  Seeding associated with construction projects should be done using hydraulic mulch.  CE Construction may have to revise bids and specifications to accommodate for that.
· CE 

· Contracting

L-2
Use yard trimmings compost
Purchase or produce compost from yard trimmings, leaves, and/or grass clippings using an on-site composting system when feasible.  If trees are to be trimmed on base, have the contractor chip the branches and leave the material on-base for future use as a soil amendment.
· CE 

· Contracting

L-3
Purchase garden hoses made of recycled material
Garden and soaker hoses are available in rubber or plastic made from 60 to 70% postconsumer material.
· CE 

· Contracting

L-4
Purchase lawn and garden edging made of recycled material
Rubber and plastic lawn and garden edging is available containing 30 to 100% postconsumer material.  Use these in place of conventional garden edging devices.
· CE 

· Contracting

L-5
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Non-paper Office Products 

OPP. NO.
TITLE
DESCRIPTION
OPR

N-1
Compile a list of JWOD-compliant sources
Contracting should identify the JWOD compliant office supply catalogs that Government purchasers should use.  Catalogs should be shared with Government purchase card holders and contracting must insist that Government purchase card holders purchase those mandatory products over all other items unless unavailable. 
Contracting

N-2
Purchase compliant recycling containers and waste receptacles 
Recycling containers and waste receptacles made of plastic, steel, and paper can be purchased with various amounts of postconsumer recovered material. Consult local vendors or the GSA Environmental Products Guide for more information.
CE Environmental

Contracting

N-3
Purchase plastic desktop accessories that contain recovered materials
Plastic desktop accessories including desk organizers; sorters and trays; and memo, note, and pencil holders are available containing recovered material (20 to 80%).  Consult local vendors or the GSA Environmental Products Guide for more information.
CE Environmental

Government Purchase Card Holders

Contracting

N-4
Purchase/use trash bags with recycled content
Use plastic trash bags that have 10 to 100% postconsumer recovered content.  If the janitorial contract requires that plastic bags be supplied as part of the contract, then the contractor should be encouraged to use these type of bags or the contract should be changed.
Contracting

Base Supply

CE QAE for janitorial services contract

N-5
Return toner cartridges for recycling
A system should be in place for used toner cartridges to be returned to the manufacturer for recycling.  Every effort should be made to buy from those sources which will accept used cartridges.
CE Environmental

Government Purchase Card Holders

N-6
Use remanufactured toner cartridges whenever feasible
Users of laser printers should procure remanufactured toner cartridges whenever possible through Base Supply or from local vendors.  
Government Purchase Card Holders

N-7
Use re-inked printer ribbons
Procure printer ribbon re-inking or reloading services or procure re-inked or reloaded printer ribbons.  This would apply primarily to users or high-speed impact printers for computer printouts.  These are used throughout the base.
Information Systems

All Functional Areas

N-8
Procure plastic envelopes
Plastic envelopes made from 25% (postconsumer) and 25 to 35% (total) recovered materials are available and should be used whenever possible.  The GSA Environmental Products Guide provides a list of envelopes that meet this requirement.
Government Purchase Card Holders

N-9
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Miscellaneous Products

OPP. NO.
TITLE
DESCRIPTION
OPR

M-1
Use plastic or recycled lumber for pallet construction.
Installations receive a number of wood pallets as a result of products shipped on them.  Many bases are recycling these pallets; however, most installations use raw lumber to build pallets/skids for transport of material aboard cargo aircraft.  Installations should investigate the use of plastic lumber or thermoformed lumber.  In addition, installations should investigate the use of recycled wood pallets. 
· CE Environmental

M-2
Check the EPA CPG and add newly designated items to this table and the base AP program
EPA periodically publishes new rules adding items to the CPG.  Installations have one year from the date of the final rule to add the new items to their affirmative procurement programs.
· AP Team Leader

Proposed Affirmative Procurement Opportunities:  Administrative

OPP. NO.
TITLE
DESCRIPTION
OPR

A-1
Implement a base-wide outreach program
Each individual on base, whether a purchaser of products or simply a user, should be aware of the affirmative procurement concepts.  Awareness through the use of brochures, signs, banners, and newspaper articles/ads will go a long way in promoting the affirmative procurement program at each base.  
· CE Environmental

· Public Affairs

A-2
Instruction of personnel who select products: Government purchase card holders and contract specification writers 
Personnel who write specifications for construction contracts and service contracts must recognize CPG items and ensure their specifications clearly state these requirements. Government purchase card holders will be making more and more of the local purchases as time goes on.  They will be the ones who will be making the decisions about what products they need to purchase and which ones could be purchased containing recycled content.  Training should be done in conjunction with initial Government purchase card training.  For those already issued Government purchase cards that do not have this training, special training should be established for them.  Additional information about this training is in Section 3.4 of this document.
· Contracting

A-3
Base-wide affirmative procurement training
In addition to Opportunity A-2, the base should consider having all staff members attend a short training session familiarizing them on affirmative procurement procedures.  
· CE Environmental

A-4
Establish a monitoring system
The base should establish an affirmative procurement monitoring system for determining the base’s level of compliance with the CPG.
· CE Environmental

A-5
Implement an affirmative procurement incentive program
Reward those organizations that have the highest percentage of affirmative procurement purchases.  This will not only provide incentives to organizations to purchase products that meet the CPG, but also will encourage them to accurately report their purchases and outline which ones meet the requirements and which do not. “Rewards” can be as simple as recognition in the base newspaper, or a “trophy” made from recycled materials.
· CE Environmental

A-6
Establish a Base Service Supply Store operated by the National Institute for the Blind
If a base anticipates that total revenues for expendable items in a given year will exceed $1 million, then the base is eligible to establish an agreement with the National Institute for the Blind (or their local representative) to operate a Base Supply Store.  Other than the $1 million in revenue, the base is only required to provide a building and some minor supplies.  In return, the base gets a fully-functional Base Supply Store that will provide items found in the GSA Customer Service Catalog (including products that meet the CPG).  
· Contracting

