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Executive Summary

President Bush in January 2007, signed Executive Order (E.O.) 13423, "Strengthening Federal Environmental, Energy, and Transportation Management," which consolidates and strengthens five executive orders and two memorandums of understanding related to environmental, energy, and transportation performance and accountability. In particular, E.O. 13423 requires agencies to meet goals similar to the program goals of the FEC.

   
This document also establishes the Agency-wide efforts and implementation strategies to improve the life cycle environmental management of electronic assets.  Electronic assets are defined as commodity desktop computers, laptops and monitors.  These guidelines cover acquisition, operations and maintenance, end-of-life management.

Commodity desktop computers are those used in normal office procedures (word processing, administrative tasks, etc.) and not those used for medical purposes, graphics or those used in data centers and servers. 
While HHS will promote the best practices developed by the FEC, the Department recognizes that implementation will be subject to resource availability. The Executive Order is meant to guide agencies and not force them into performing actions that are not within the normal scope of operations.

This document will be updated semi-annually to promote continuous improvement towards meeting the following Target Electronics Stewardship Goals by 2012:

· Acquisition Phase: 95% of electronic products purchased are Electronic Product Environmental Acquisition Tool (EPEAT) registered.  EPEAT is a procurement tool to help purchasers evaluate, compare and select desktop computers, notebooks and monitors based on their environmental attributes;
· Use Phase: ENERGY STAR( features are enabled on 100% of computers and monitors;

· Use Phase: 100% of agencies/facilities have policies and programs to extend the useful lifetime of electronic equipment;

· End-of life Phase: 100% of non-usable electronic products are reused, donated, sold or recycled, using environmentally sound management.
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I. Introduction

The HHS Office of the Chief Information Officer (OCIO) is dedicated to changing the way the Department manages its electronic assets.  OCIO is committed to managing electronics (commodity desktops, laptops and printers) in an environmentally responsible way throughout the three life cycle phases (acquisition and procurement, operation and maintenance, and end-of-life management).  Commodity desktops, laptops and printers are designed as those not identified for a high end in function e.g. (NIH laboratories or care facilities) where seconds are critical and IT equipment is needed in a timely fashion. 

The HHS Electronic Stewardship document will serve as a baseline of best practices for HHS Operating Divisions (OPDIVs), Staff Divisions (STAFFDIVs), and Contractors. These guidelines will cover commodity desktop computers, monitors and laptops. These measures are not meant to supersede the practices already in place on the OPDIV level. OPDIVS are encouraged to use the HHS Electronic Stewardship documentation if they do not have a program currently in place.  
When contractors are purchasing goods on behalf of federal agencies with appropriated funds, the Federal Acquisition Regulation requires agency contracting officers to insert the clause at: a) 52.211-5 Material Requirements in all solicitations and contracts for supplies that are not commercial items; b) 52.223-10, Waste Reduction Program in all solicitations and contracts for contractor operation of Government-owned or leased facilities and all solicitation and contracts for support services at Government-owned or operated facilities; and c) 52.223-5, Pollution Prevention and Right-to-Know Information in all solicitations and contracts.  
Each OPDIV/StaffDiv shall ensure that: (1) Appropriate existing contracts are revised (during contract renewals) to include HHS Affirmative Procurement Program (APP) compliance provisions; and (2) Once appropriate provisions are included in the contract, the contractor shall comply with HHS’Affirmative Procurement Program as if the contractor were an HHS entity.  HHS understands that some OPDIVs use legacy applications that have been in production prior to the establishment of the Executive Order. These systems fall outside the scope of the HHS Stewardship Program.

Many of the practices listed in the HHS Electronic Stewardship document have been outlined in HHS’ Affirmative Procurement Plan (available at: http://www.knownet.hhs.gov/acquisition/hhs_epp_postings/FinalHHSAPPJuly2006version2.0.doc) issued by the Office of the Secretary, Office of the Assistant Secretary for Administration and Management, Office of Acquisition Management and Policy. 
The APP was developed to establish standard procedures for HHS to procure Environmental Protection Agency (EPA)-designated recycled content products and environmentally preferable products and services to the maximum extent practicable. 
HHS strongly encourages OPDIVs and STAFFDIVs to join the Federal Electronics Challenge (FEC).  The FEC is designed to help Federal agencies meet their Electronic Stewardship goals.  FEC addresses all the major life cycle areas and has lessons learned resources that ease creating and implementing Electronic Stewardship programs.
II. Agency Level Activity for Acquisitions
The Federal Acquisition Regulation (FAR) Part 23.405 requires agencies to justify in writing decisions not to buy recycled content products.  HHS’ affirmative procurement policy is as follows: 100% of HHS’ purchases must be: a) EPA-designated products or services; b) Environmentally-preferable products or services; c) Federal Energy Star® Program products; d) Federal Energy Management Program-rated energy appliances and products under the EPAct of 2005; e) For HHS fleets, GSA light-duty, fuel-efficient hybrid electric or alternatively-fueled vehicles offering the “best” miles-per-gallon in the marketplace; and f) Biopreferred products, unless there is written justification that the products or services: (a) Are not available competitively or within a reasonable time frame; (b) Do not meet appropriate performance/safety standards; or (c) Are available only at an unreasonable price (purchases of $3,000 or less are exempt from written justification).   A written justification is included in Appendix A of HHS’ APP.  
1. Agency recommendation for use of Green Blanket Purchase Agreement 
(BPA) for purchase
In November 2004, HHS awarded several contracts in the strategic sourcing contract portfolio, all requiring contractors to comply with FAR Part 23 entitled, “Environment, Energy and Water Efficiency, Renewable Energy Technologies, Occupational Safety, and Drug-Free Workplace.”     

HHS has awarded a BPA to Westwood Computer Corporation to provide IT Peripherals Hardware products.  The commodities available under this BPA include monitors, printers, data storage, routers/switches, input devices (keyboards/mice), memory, handheld computers, KVM, projectors, scanners, digital cameras, network accessories and miscellaneous gear. (This BPA does not offer software, desktop and laptop computers, or servers).  Westwood Computer Corporation’s website address is: http://www.westcomp.com/dhhs.
HHS has awarded BPAs to Konica Minolta and Ricoh Business Systems for the purchase or lease of office equipment (copiers and fax machines) and the maintenance of these items.  Konica’s website address is: http://www.kmbs.konicaminolta.us.
Ricoh Business System’s website address is: http://www.ricoh-usa.com.

To emphasize the importance of such usage, the HHS Acquisition Internal Scorecard requires OPDIVs to achieve an 85% usage/compliance rate.  Additional information on the BPAs is available at: 
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http://intranet.hhs.gov/ssc/.
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. Agency recommendation for using the EPEAT tool to identify Environmentally Preferable Products (EPP)
The Office of the Federal Environmental Executive (OFEE) and the Environmental Protection Agency have developed a procurement tool, EPEAT, to help Federal agencies and the private sector evaluate, compare and select computers, notebooks, and monitors based on their environmental attributes.  The EPEAT tool uses pre-selected criteria to establish a product rating.  EPEAT uses three rating types: Bronze, Silver, and Gold.  
The benefit of using the EPEAT tool is that the criteria are maintained by EPEAT, Inc.  EPEAT performs testing on all products and provides users with the ability to access the company’s website to obtain current data on products that meet Bronze criteria. 

HHS recommends that, where possible, all OPDIVs and STAFFDIVs refer to the EPA’s EPEAT website (www.epeat.net) for guidance on purchasing electronic equipment
. HHS will strive to purchase to (EPEAT) Silver rated electronic products or higher if available.
As outlined in HHS’ goals for the Federal Challenge, HHS recommends that the Bronze rating be used to purchase future equipment.
By using the EPA’s guidance, HHS hopes to achieve the following results as mentioned in the E.O.:

· Greater energy efficiency
· Increased re-use

· Improved End of Life recovery

3. Acquisition Planning
The buy-recycled requirements should be considered during the acquisition planning stage if non-federal supply sources are used.   FAR Part 7 provides that, in developing plans, drawings, work statements, specifications, or other product descriptions, agency offices must consider a broad range of factors including: elimination of virgin material requirements; use of biopreferred products; use of recovered materials; reuse of product; life-cycle cost; recyclability; use of environmentally preferable products; waste prevention (including toxicity reduction or elimination); and ultimate disposal, as appropriate. These factors should be considered in acquisition planning for all applicable procurements and in the evaluation and award of contracts (i.e., the bidder must be able to cost-effectively satisfy the recovered material content specifications as well as the performance/design specifications outlined in the procurement solicitation).

The process of acquiring environmentally preferable products or services is a collaborative one – encompassing the requirements official, the OPDIV procurement office, and the OPDIV environmental management office.  Their actions should be consistent with the “waste management hierarchy” (reduce, reuse, and recycle, in that order).  
All appropriate solicitations and resulting contracts should include language notifying vendors that HHS reserves the right to substitute or add EPA-designated recycled content  products/environmentally preferable products and services and  if they become available during the course of the contract.  The following language (or equivalent) may be used: “The Department and contractor(s) may negotiate during the contract term to permit the substitution or addition of EPA-designated recycled content products/environmentally preferable products and services when such products are readily available at a competitive cost and satisfy the Department’s performance needs.”

4. Balancing Environmental Considerations with Performance, Availability and Cost      

HHS is committed to buying EPA-designated recycled content products/environmentally preferable products and services as long as they meet performance requirements and are available within a reasonable period of time at a reasonable cost.  

When comparing cost, project officers and contracting officers will not focus exclusively on the initial price.  Instead, they will calculate and compare total costs over the life of the item, which includes the initial cost along with maintenance, operating, insurance, disposal, replacement, safety and health, training, hazardous material management, and potential liability costs.  Examining life cycle costs will save money by ensuring the total cost of ownership is quantified before making purchasing decisions.  

HHS recognizes that competition exists not only in prices, but also in the technical competence of suppliers, in their ability to make timely deliveries, and in the quality and performance, including environmental performance, of their products and services. Balancing these sometimes competing factors means that initial cost is never the only consideration.  It also means we will sometimes pay more for higher performing goods and services, including those with superior environmental performance.  Health, safety, and environmental attributes of the product throughout the entire lifecycle should be addressed in the procurement planning phase. The following attributes should be taken into consideration: extending product durability; allowing for easy disassembly, recycling, and remanufacturing; helping prevent pollution; energy efficiency; and resource conservation.  

Project officers and contracting officers should solicit all businesses that adopt environmentally sound policies and systems, institute proper environmental management and auditing, disclose environmental information, and conform to environmental laws and regulations. 
5. Agency Guidance on Life Cycle Cost Analysis
In accordance with the International Standards Organization (ISO), HHS adheres to ISO 14040 for Life Cycle Cost Management.  ISO 14040 describes the principles and framework for life cycle assessment (LCA) including: definition of the goal and scope of the LCA, the life cycle inventory analysis (LCI) phase, the life cycle impact assessment (LCIA) phase, the life cycle interpretation phase, reporting and critical review of the LCA, limitations of the LCA, the relationship between the LCA phases, and conditions for use of value choices and optional elements.  ISO 14040 covers LCA studies and life cycle inventory (LCI) studies. It does not describe the LCA technique in detail, nor does it specify methodologies for the individual phases of the LCA.
III. Agency Level Activity for Operations and Maintenance
The E.O. encourages agencies to promote the implementation of best life cycle management practices for electronic equipment. There are over 1.8 million Federal employees and the majority of employees have personal computers.
1. Agency recommendation for Energy Star implementation

One relevant program that was developed by the EPA was the Energy Star program. 
“ENERGY STAR is a government program that offers businesses and consumers energy-efficient solutions, making it easy to save money while protecting the environment for future generations…EPA's ENERGY STAR partnership for businesses offers a proven energy management strategy that helps in measuring current energy performance, setting goals, tracking savings, and rewarding improvements.”

If left inactive, ENERGY STAR qualified computers enter a low-power mode and use 15 watts or less.

HHS encourages OPDIVs and STAFFDIVs to implement the recommendations that have been documented on the EPA Energy Star website
.  Those recommendations deal with:

· Monitor Power Management – Enable monitors to go into a power save mode after fifteen minutes.
· Computer Power Management – Enable CPUs, hard drives, etc., to go into a power save mode after fifteen minutes.

· Update network computer power save settings using the EZ GPO software tool. This tool allows an Administrator to remotely update client computers.

· In addition to desktops, printers that are certified as Energy Star® compliant should be purchased. These printers can cut energy use by more than 65% over non-Energy Star compliant printers. 

2. Agency recommendation for four year replacement cycle
The current industry standard for a desktop computer is about 4 years, while that of a laptop computer is 2 to 3 years. While there are no published guidelines for extending the life of personal computers, criteria can be established to make reaching the lifespan of five years for a desktop more feasible. Laptops will not be included in this assessment because the lifespan is more an issue with durability versus the hardware (CPU, hard drive, memory, etc.) becoming obsolete. HHS recommends that OPDIVs/ STAFFDIVs review the following as a guide for what to include when determining desktop lifecycle.
· Identify Hardware Usage - Review management's needs and priorities for the next five years and technology requirements required to support those needs. Identify the criteria for evaluating the success of instituting a PC life cycle. Identify where problems currently exist with present hardware. Evaluating the cause of possible shortfalls now will enable HHS to find solutions that show direct, quantified benefits from instituting a formal life cycle policy. 

· Evaluate Agency Needs - Conduct a needs assessment of end-user computing needs, both current and future. Determine the baseline configuration of OPDIV/STAFFDIV desktops. Determine the percentage of desktops that need to be at the higher end for users, such as network engineers and application owners. Replacement cycles should not be based solely on technology development cycles. A life cycle should be established that is based upon the actual needs of the users.

· Evaluate Technical Factors - Review information about existing technology product offerings to determine which technology is most appropriate for end users and most cost effective for the agency. Compare actual technology needs to the technology that would be acquired if the industry standard were used. Establish the technical design and functionality of the PC configurations that the organization chooses to support. The industry standard is often used to support PC acquisition. An assessment of the state of technology allows an agency to map actual needs to the available technology, and to plan for acquiring new technology at its most cost-effective point. It is important to note that the organization should always be in control of its PC configuration management since this configuration and life cycle will ultimately determine the agency's ability to meet its goals through the use of automation at the desktop
.

Where feasible, HHS recommends that OPDIVs/STAFFDIVs use a lifecycle of four years.
3. Agency recommendation for Duplex Print Guidance

When a user prints a document, typically the individual uses the default print settings which consist of printing on one side of the paper. To prevent waste, HHS recommends that users should use the double-sided print feature, if that functionality is available on the network printer. Using this feature prevents waste because it saves paper. HHS encourages staff to use the print preview functionality of most applications. If copiers or the printers have the ability to modify the default settings, then HHS recommends that duplex copying and printing become the default setting.

Duplex printing complicates the path that paper must travel before coming out of the printer. This can have two effects. First, it slows down the output of the printer slightly, although the efficiency of models in duplex printing mode will vary. Second, the extra paper handling involved can potentially increase the risk of paper jams. However, if the printer is properly adjusted and good quality paper is used, this risk is minimal. Proper storage and handling of the paper also minimizes jams.
IV. Agency Level Activity for Green End-Of-Life Management Strategies

Section 705 of the Executive Order 13423 requires HHS and all other agencies to promote waste prevention and recycling programs.  The HHS APP mandates the following:

· OPDIV/STAFFDIV contracting and program officials shall consider all waste prevention opportunities such as recycling, reusing, and repairing when acquiring products and services.

· Contracting offices shall include the provision of FAR 52.223.10, Waste Reduction Program, in all solicitations and contracts for contractor operation of government-owned or government-leased facilities.

· Each OPDIV/STAFFDIV shall designate a recycling coordinator for each facility who is responsible for implementing waste prevention and recycling programs.
1. Agency recommendation to address end-of-life management, reuse, and recycling

As stated in the HHS APP, all OPDIVs/STAFFDIVs are responsible for adhering to hardware end-of-life and recycling initiatives. HHS recommends that the best way to achieve compliance is to use a mixture of the programs already established by the EPA, OFEE, and GSA. Those programs include Computers for Learning and the READ GWAC program, Unicor and, if applicable to your location, the GSA National Capital Regional Recycling Program.
2. Promoting the use of the Computers For Learning (CFL) Program
In accordance with Executive Order 12999 Educational Technology: Ensuring Opportunity for All Children in the Next Century, encourages the Federal government to promote recycling of obsolete electronic equipment. Where feasible, HHS will:

· Identify educationally useful Federal equipment that is no longer needed for transfer to schools and other organizations.

· Give highest preference to schools and nonprofit organizations.

· Report equipment to General Services Administration (GSA) that has been donated or will be donated to a school or nonprofit organization.

Additional information on Executive Order 12999 can be found at www.computers.fed.gov/Public/12999.asp. 

HHS encourages the OPDIVs to use the Computers for Learning Program for donating excessive computer equipment.  The program allows:

Government agencies and the private sector to transfer surplus computers and related equipment. Arrangements to transfer this technology to schools and educational nonprofit organizations can be made through this site. Special consideration will be given to those with the greatest need (those located in a Federal empowerment zone or enterprise community).

The HHS point of contact (POC) for the program can be viewed on the Single Point of Contact web page, http://www.computers.fed.gov/public/SPOC.asp.  HHS encourages OPDIVs to notify the HHS program POC of excess equipment for donation.
3. Promoting the use of the READ Contract
Pursuant to the Clinger-Cohen Act, The Office of Management and Budget (OMB) designated EPA to serve as the Federal executive agent for government-wide acquisition of information technology recycling and asset disposal services. The EPA created the Recycling Electronic and Asset Disposition (READ) Government Wide Acquisition Contract (GWAC) to address the federal government's need to remove large amounts of computer units every week.  The READ GWAC provides environmentally preferable disposal options that address data security, end markets, audit trails, and reuse.
 

The READ GWAC contract provides the following benefits:

· Reduce potential liabilities associated with improper disposal by having an audit trail of equipment’s final destination.

· Meet the end-of-life goals established under Executive Order 13423.

· Reduce potential hazards associated with improper e-waste disposal.

· Meet the goals for proper end-of-life management, if participating in the Federal Electronics Challenge.
4.  Promoting GSA’s National Capital Region (NCR) Recycling Program 
GSA NCR procures recycling contracts that are used by over 100 Federal agencies from the executive, legislative, and judicial branches. Over 100,000 Federal employees have joined GSA NCR's recycling contract to benefit from centralized administration, customized client education, flexibility of service, and help in complying with Federal and other mandates. GSA’s Recycling Program provides the following benefits:

· Centralized Administration- Government agencies as well as recycling contractors’ benefits from GSA’s centralized contract administration.
· Contractors submit all paperwork, the pickup slips, to GSA.

· GSA’s Centralized Recordkeeping- Allows individual agencies to obtain online data for required Congressional, State, and jurisdictional annual reports.
· Decentralized Dispatching- Agency participants can call the recycling company directly for regular or ad-hoc pickups without needing to go through GSA.

· Compliance with Federal and local directives- By being part of the GSA recycling contract, agencies are able to comply with the most stringent of local recycling laws in the Washington, D.C., metropolitan area.

Additional information can be found at the GSA NCR website: http://ncr.gsa.gov/recycle/default.asp.  

V. Tracking of FEC Partners within HHS
The FEC encourages all agencies to take part in the Electronics Reuse and Recycling Campaigns. In 2004, HHS decided to enter into this voluntary partnership program and HHS recommends all OPDIVs and STAFFDIVs to take part in the challenge as well. The key points of the FEC are:
· Purchasing greener electronic products.

· Reducing the impact of electronic products during use.

· Managing obsolete electronics in an environmentally safe way.
Additional information on the FEC can be found at www.federalelectronicschallenge.net. 
As the primary HHS proponent for implementing the E.O., the CIO will establish program direction and report progress to the OFEE. The Agency Environmental Executive (AEE) and the Chief Acquisition Officer (CAO) provide support to the CIO in implementing the E.O..
VI. HHS Goals for Electronic Stewardship

These goals are based on the recommendations by Federal Electronic Challenge.  They have been modified to fit the HHS mission.  These performance goals are alignment with Executive Order 13423: Strengthening Federal Environmental, Energy, and Transportation Management. 

· By 2012, 95 Percent of commodity desktop computers purchased by Health and Human Services (HHS) or Contractors for HHS, will be EPEAT bronze-registered or higher.

· By 2012, 100 Percent of commodity desktop computers purchased by HHS will have an average life span of at least four years, where feasable.
· By 2012, Vendors will be required to send commodity desktop computers, monitors and laptops with Stand-by-Power function enabled.

· By 2012, ENERGY STAR features will be enabled on 100 Percent of computer monitors in operation for HHS by enabling the monitor power management settings.

· By 2012, 100 Percent of commodity desktop computers will enable the computer power management settings.

· By 2012, 100 Percent of office printers purchased by HHS or Contractors for HHS will be ENERGY STAR compliant.

· By 2012, 100 Percent of eligible HHS non-reusable commodity desktop omputers, monitors and laptops will be recycled using one of the following programs, services or equivalent:
- GSA's Capital Region Recycling Program

- UNICOR recycling program 
- Computers for Learning

-  EPA READ GWAC contract

VII. Electronics Stewardship Implementation Plan Template
This section contains the tasks that need to be completed by the Department, OPDIVS/STAFFDIVs to accomplish the goals outlined in this document.  While some of the initial tasks have been completed, the remainder of the tasks will be subject to the date that this document is signed off by the signatories identified in the Executive Summary.

Health and Human Services

Electronics Stewardship Implementation Plan

May  2007
	ACTION ITEM
	ORGANIZATION
RESPONSIBLE

 FOR EXECUTION
	TARGET 

COMLETION DATE
	ACTUAL COMPLETION DATE

	GENERAL ACTION ITEMS

	Establish Sustainable Electronics Stewardship cross-functional team with representation from IT, purchasing, property management, facilities, and environment.  
	
	
	

	Assemble and conduct a “gap analysis” of existing policies, programs and Federal Management Regulations that address electronics stewardship goals.
	HHS/OCIO
	December 2006
	November 2006

	Develop Implementation Plan for Electronics Stewardship Program that addresses all 3 life cycle phases, available/planned resources, execution strategy and timelines. 
	 HHS/OCIO
	December 2006


	December 2006

	Implementation Plan signed by Agency executives with authorities for environment, information technology, acquisition and finance. 
	 HHS/OCIO
	May 2007


	


	Establish Sustainable Electronics stewardship cross-functional team with representation from IT, purchasing, property management, facilities, and environment. 
	HHS/OCIO
	60 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Assign responsibilities for implementing elements of Implementation Plan
	HHS/OCIO
	60 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Plan to educate key procurement, IT and property management staff on all elements of the Implementation Plan.
	HHS OPDIVs/STAFFDIVs
	120 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Develop method for tracking Agency progress in all 3 life cycle phases:

· Purchasing

· Operations & maintenance

· End of life
	 HHS/OCIO
	150 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	Completed

	Begin semi-annual tracking/reporting of Agency progress in all 3 life cycle phases:

· Purchasing

· Operations & maintenance

· End of life
	 HHS OPDIVs/STAFFDIVs
	180 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Develop method for tracking Agency progress towards Target Electronics Stewardship Goals:

· Purchasing EPEAT-registered products

· Enabling ENERGY STAR( Features

· Extending product life

· Reusing, donating, selling or recycling of non-reusable electronic products using environmentally sound management practices
	HHS/OCIO
	150 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· Framework activities of Implementation Plan are in place (policies, responsibilities, tracking, measurement, funding, etc.)

· 20% of Agency’s IT eligible units are covered by FEC or equivalent work in one Lifecycle Phase
	HHS OPDIVs/STAFFDIVs
	180 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· 30% of IT eligible units are covered by FEC or equivalent work in one Lifecycle Phase

·  5% of IT eligible units are covered by FEC or equivalent work in two Lifecycle Phases

· 1% of IT eligible units are covered by FEC or equivalent work in three Lifecycle Phases
	HHS OPDIVs/STAFFDIVs
	18 months from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· 50% of IT eligible units are covered by FEC or equivalent work in one Lifecycle Phase

·  25% of IT eligible units are covered by FEC or equivalent work in two Lifecycle Phases

· 10% of IT eligible units are covered by FEC or equivalent work in three Lifecycle Phases
	HHS OPDIVs/STAFFDIVs
	2 years from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· Agency wide measurement meets 50% of Target Electronics Stewardship Goals for entire Agency
	HHS/OCIO
	3 years from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· Agency wide measurement meets 75% of Target Electronics Stewardship Goals for entire Agency
	HHS/OCIO
	4 years from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	· Agency wide measurement meets 100% of Target Electronics Stewardship Goals for entire Agency
	HHS/OCIO
	5  years from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	ACQUISITION TASK ITEMS

	Where feasible, modify Agency procurement and leasing/seat management policies to include Environmentally Preferred Procurement (EPP) IT equipment
	HHS OPDIVs/STAFFDIVs
	January 1, 2007
	Completed

	Develop Environmentally Preferred Procurement (EPP) IT Blanket Purchase Agreements (BPAs)
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Incorporate EPEAT into procurement specifications and contract language for new purchases and leasing/seat management
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Modify existing IT and leasing/seat management contracts if no additional cost will be incurred and modifying agreement does not affect normal operating procedures.
	HHS OPDIVs/STAFFDIVs
	January 1, 2007
	Completed

	Purchase EPEAT registered computers, and other products when available
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Incorporate EPEAT FAR clause, when available, into contract language
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Address other IT products in Agency EPP Procurement Program
	HHS OPDIVs/STAFFDIVs
	January 1, 2007
	Completed

	Establish guidance to require life cycle cost analysis to assist in selecting products and services
	HHS OPDIVs/STAFFDIVs
	January 1, 2007
	Completed

	Evaluate equipment replacement cycles and establish guidance to maximize product life
	HHS OPDIVs/STAFFDIVs
	120 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Educate Agency purchasers and those leasing IT equipment on EPEAT and EPP purchasing
	HHS OPDIVs/STAFFDIVs
	180 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	OPERATION AND MAINTENANCE TASK ITEMS

	Implement guidance for maximizing equipment life cycle practices
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Implement requirements in IT service contracts and leases that support extending product lifecycles
	HHS OPDIVs/STAFFDIVs
	January 1, 2007
	Completed

	Establish Agency directive or guidance for power management
	HHS OPDIVs/STAFFDIVs
	180 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Establish Agency directive or guidance for duplex printing 
	HHS OPDIVs/STAFFDIVs
	90 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Implement Best Management Practices (BMP) to reduce energy consumption, including: 

· after-hours shut down of non-critical equipment in coordination with network security

· ENERGY STAR( power management features as default

· Evaluate use of power management tools (i.e., EZ software)

· Train employees on energy conservation 

· Other applicable BMPs
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Educate Agency employees on Operations and Maintenance Electronic Stewardship Practices
	HHS OPDIVs/STAFFDIVs
	180 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	END-OF-LIFE MANAGEMENT

	Establish directive or guidance on environmentally sound management (ESM) of non-useable electronics.
	HHS OPDIVs/STAFFDIVs
	120 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Establish organizational responsibility and funding guidance/mechanisms for environmentally sound management of end of life electronics with priorities for reuse, donation, sell and recycling
	HHS OPDIVs/STAFFDIVs
	120 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Consider product disposition in IT purchase and lease contracts
	HHS OPDIVs/STAFFDIVs
	365 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	

	Promote equipment reuse and donations
	HHS OPDIVs/STAFFDIVs
	120 days from the date HHS Electronic Stewardship Plan has been signed by all signatories
	


Guidance for Measuring Progress in Federal Electronic Stewardship

An Agency’s Electronics Stewardship Program should measure progress towards the following target goals by NLT 2012:

· Acquisition Phase: 95% of electronic products purchased are EPEAT-registered;

· Use Phase: ENERGY STAR( features are enabled on 100% of computers and monitors;

· Use Phase: 100% of agencies/facilities have policies and programs to extend the useful lifetime of electronic equipment;

· End-of life Phase: 100% of non-usable electronic products are reused, donated, sold or recycled using environmentally sound management.

OFEE, in coordination the signatory Agencies, developed recommended milestones and deliverables for measuring progress that phase-in requirements and allow Agencies to achieve the target electronic stewardship goals as illustrated above. The milestones and deliverables move from programmatic measures, to indirect measurement based on the number of electronic assets tracked/reported, to direct measurement of the Agency’s progress towards meeting the target electronic stewardship goals. 
	Phase
	Recommended Milestones and Deliverables for Measuring Progress

	I


	· An Implementation Plan has been developed and signed by Agency executives with authority for environment, information technology, acquisition, and finance, based on E.O. on Electronics Stewardship, Federal Electronics Challenge (FEC) Program, Model Implementation Plan, or equivalent program.

· The Plan addresses the three Lifecycle phases for electronics assets:  Acquisition, Operations & Maintenance and End-of Life.



	II


	· Framework activities of Plan are implemented (best practices, responsibilities, tracking, measurement, funding, etc.)

· 20% of Agency’s IT eligible computer units are covered by FEC or Equivalent work in 1 of the 3 Lifecycle Phases



	III


	· 30% of IT Eligible computer units are covered by FEC or equivalent work in 1 of the 3 Lifecycle Phases

·   5% of IT Eligible computer units are covered by FEC or equivalent work in 2 of the 3 Lifecycle Phases

·   1% of IT Eligible computer units are covered by FEC or equivalent work in the 3 Lifecycle Phases



	IV


	· Agency wide measurement of FEC goals and first reporting (no target goal)

· 50% of IT Eligible computer units are covered by FEC or equivalent work in 1 of the 3 Lifecycle Phases

· 25% of IT Eligible computer units are covered by FEC or equivalent work in 2 of the 3 Lifecycle Phases

· 10% of IT Eligible computer units are covered by FEC or equivalent work in the 3 Lifecycle Phases

	V

 
	· Agency wide measurement meets 50% of **Target Electronics Stewardship Goals for entire agency and reported annually.



	VI


	· Agency wide measurement meets 75% of Target Electronics Stewardship Goals for entire agency and reported annually.

	VII


	· Agency wide measurement meets 100% of Target Electronics Stewardship Goals for entire agency and reported annually.




Appendix A
STATEMENT OF WORK
BLANKET PURCHASE AGREEMENT FOR OFFICE SUPPLIESWITH EMPHASIS ON EPP AND JWOD PRODUCTS

A. Background 

The U.S. Environmental Protection Agency (EPA) will enter into a Blanket Purchase Agreement (BPA) for two-day delivery of office supplies to approximately 2000 Purchase Card Holders within approximately 70 EPA facilities located in the 48 contiguous United States. A BPA issued pursuant to this Statement of Work (SOW) will provide EPA personnel with a source for use as the mandatory first option for satisfying the majority of the EPA’s office supply requirements, and will place special emphasis on providing EPA users with EPP and JWOD office products. For the purpose of this BPA, “EPP” or “Environmentally Preferable Products” is defined in Executive Order 13423 as "...products or services that have a lesser or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose..." See Attachment 2 for the EPA EPP criteria for products purchased under this system. 

The vendor, hereafter referred to as “the contractor”, selected for a BPA shall be a current holder of a General Services Administration Federal Supply Schedule (GSA/FSS) 75 II A, Office Supplies Products and Equipment. 

B. Specific Requirements 

1. The contractor shall fully comply with all specifications, clauses and terms and conditions in the contractor’s GSA/FSS 75 II A, and the specific terms and conditions contained in this BPA. This BPA shall include all general office supplies offered under Special Item Number (SIN) 75 200 only. Office Services under SIN 75 210 will not be ordered via this BPA. New or improved office products offered under SIN 7599, New Products/Technology, may be ordered at the discretion of the EPA. Users will not purchase business machines and computers, computer software, or office furniture using this BPA. 

2. The contractor shall fill all orders placed before 2:00 p.m. within two business days. The contractor shall also provide the option of next day delivery. The contractor shall acknowledge all orders via facsimile, telephone, or electronically. If an item is not available for delivery, the contractor shall notify the EPA cardholder prior to delivery of the other items, and give the user the option to cancel the order or place the item on back order. 

3. The contractor shall ensure that all costs for performing under this BPA, including desktop delivery, payment by purchase card, reporting, and any other deliverables or requirements set forth in this BPA, are included in the prices for the supplies ordered. The 1% Industrial Funding Fee required by GSA and shipping costs are to be included in the prices for supplies. Unless specifically authorized in the BPA, EPA will not be responsible for paying for any costs or prices other than those for the supplies ordered, received and accepted by EPA. The contractor shall not bill EPA for any items on back order until such items are shipped. 

4. The contractor shall retain the order history of all cardholders as a means to assist them with repeat orders of the same products. The online ordering system must offer users the option of viewing their previous purchases, and a shortcut process to place repeat orders for the same items. 

5. The contractor shall provide all reports electronically, and/or in paper form, as directed in writing by the Project Officer(s), in accordance with the schedule identified in Section H, Deliverables. 

6. The contractor shall offer cardholders the option of delivery to their established location or another approved address to be specified at the time the order is placed. Attachment 3 to this SOW is a listing of approximately 70 EPA order point locations to which the contractor may be required to make delivery. Personnel employed by the contractor to perform deliveries must be able to obtain access to the required EPA facilities. 

7. The contractor shall implement a toner cartridge and battery recycling program at all delivery locations. The contractor shall collect used toner cartridges and batteries and ensure that the used items are delivered to an appropriate entity for recycling. The contractor shall publicize and promote the recycling procedures to EPA users through the ordering system and other means. 

8. The contractor shall provide an electronic catalog and ordering system accessible via the Internet that provides the following on-line capabilities: 

a. Ordering by authorized EPA cardholders; 

b. Status review of all orders placed within the last 90 days, including: Order Number Date the order was submitted Date of shipment in response to the order Total amount of order Line-item detail for each order Return status 

c. Immediate order verification and product availability; 

d. Suggested substitutions for unavailable items; 

e. Special identification and designation of those items which meet EPP criteria, NIB/NISH and Unicor; 

f. Cancellation of items due to non-availability upon request of cardholder; and 

g. Viewing capacity for those that are not authorized EPA Purchase Card Holders. 

9. The contractor shall provide EPA Project Officer(s) with electronic access to cardholders’ information to submit approved cardholder add, change, and delete cardholder information or order point locations. 
10. JWOD(NIB/NISH) and Unicor items - the contractor shall provide all items produced by NIB, NISH and Unicor vendors that fall under GSA Supply Schedule 75 II A. To ensure compliance with statutory and regulatory requirements, the contractor shall ensure the ordering system is designed to easily identify such items on the system 

11. Environmentally Preferable Products (EPP) - similarly, the contractor shall provide an extensive selection of EPP or “green” products, which meet the Environmentally Preferable Product (EPP) Criteria list contained in Attachment 2. The contractor shall ensure that all products offered on this system meet the appropriate EPP Criteria attached. The contractor shall continue to work with EPA to identify new EPP products as they become available, detailing these efforts, and actively market those products to EPA cardholder personnel on the ordering system. The contractor shall offer on the system a minimum of 100 new EPP products each year of the BPA, which will count toward the Award Term Incentive Option Goal for new EPP products. The contractor shall adapt the on-line ordering catalogue to promote EPA’s efforts to utilize EPP office supplies. The system must not show any items that are not available to EPA users, it must not offer specifically non-EPP items when EPP items are available. 

12. The contractor shall offer only recycled/remanufactured toner cartridges on the system, unless a recycled cartridge does not exist for a particular cartridge model. All toner cartridges offered on the system must be supplied by small businesses. Recycled/remanufactured toner cartridge sales shall count toward the Small Business Supplied Goal on which the Award Term Incentive is based, in part. 

13. The contractor shall provide a customized, hard copy, EPA catalog at the beginning of each option year. The catalog will contain EPA specific ordering instructions and shall have a cover designed to be visually distinct from the contractor’s commercial or open market catalog. The contractor shall clearly identify JWOD (NIB/NISH), UNICOR (Federal Prison Industries), and EPP products within the catalog. The catalog must identify those items offered to EPA users, and clearly indicate which items are not available to EPA users under this system. The contractor shall update pricing in the EPA catalog no less than twice a year. The first issuance will be at the beginning of each Option Year of the contract. 

14. The contractor shall develop and implement an on-line training module demonstrates the online ordering system and procedures to EPA cardholder personnel. The training module must be in place within 45 calendar days after BPA award. At a minimum, the contractor’s training program shall cover, but is not limited to, the following areas: 

a. Instructions and specific details on how the contractor’s ordering system works; 

b. A description of how to read the contractor’s packing slip; 

c. An explanation of the procedures for returning items; 

d. An explanation of the procedures for recycling toner cartridges and batteries 

e. Procedures for the handling of situations when items are reflected on the packing slip, but not delivered; and 

f. A full description of the contractor’s problem resolution process which incorporates the established EPA Disputes Process detailed in Attachment 7; 

g. A full description of the customer service line. 

15. All payments for purchases under this BPA will be made by the EPA cardholders using a Government Purchase Card. The contractor shall provide all EPA cardholders in all EPA locations with uniform service, in terms of pricing, catalog, products, product codes and service levels. The contractor shall provide the purchase card vendor with sufficient information to enable third-level billing. For the purposes of this BPA, level three billing includes, at a minimum, specific order information which will allow the purchase card holder to reconcile the purchase card statements with the orders placed. Such information shall include the order reference number, a description of the supplies ordered and the date ordered. 

16. The contractor shall package supply orders separately for each order placed by a cardholder, and label packages with specific addresses and room numbers or drop points. The contractor shall ensure printed material provided to the cardholders (labels, packing slips, etc.) are uniform regardless of location. 

17. The contractor shall maintain a toll free customer service and help desk telephone line during the hours of 8:00 a.m. to 5:00 p.m., Monday through Friday. The hours of operation shall be those of the location of the servicing area of the contractor. The customer service telephone line is not required on the following Federal holidays: 

New Years Day

Birthday of Martin Luther King, Jr.

President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

18. Survey - The contractor shall work with the Project Officers to develop Customer Satisfaction Survey questions, and distribute the survey to all cardholders that have placed orders under the BPA on the following schedule: 

Three months after award  

Six months after award at the end of each contract period (base and options)

The contractor shall ensure that the Project Officers have access to the raw survey data. Additionally, the contractor shall compile the results of the surveys and provide to them to the EPA Project Officers. The online ordering system shall also identify an e-mail address where users can submit comments regarding the online ordering system or products at any time. The contractor shall forward all e-mail comments directly to the EPA Project Officers. 

19. Database of EPA Purchase Card Holders and Order Point Locations -Upon award of a BPA, EPA will provide the contractor with a cardholder database with organizational information, and a list of EPA cardholder locations. The contractor shall maintain the cardholder database and order point locations, at on a quarterly basis at minimum, to reflect changes in EPA cardholder personnel and delivery locations. The database shall be maintained in a version or release of Lotus 123, or other software deemed acceptable, in writing, by the EPA Project Officer. The database is a deliverable under the BPA, and shall be developed and maintained by the contractor as property of the Government. An electronic copy of the database shall be provided to the Project Officer(s) in accordance with the schedule of deliverables as set forth below. 

C. Blanket Purchase Agreement (BPA) Estimated Amounts and Period of Performance 

1. Estimated BPA Amounts - EPA estimates, but does not guarantee, that the volume of purchases through this agreement may be $5,000,000 per year. EPA is obligated only to the extent of authorized purchases actually made under the BPA issued pursuant to this Statement of Work. 

2. Period of Performance - The anticipated period of performance is stated below. The period of performance of a BPA issued pursuant to this Statement of Work cannot exceed the period of performance of the contractor’s GSA Federal Supply Schedule. Thus, the BPA will expire upon the expiration of the GSA Federal Supply Schedule against which the BPA is written, or at the expiration of the Period of Performance, whichever comes first. 

Base Year Award Date -Award Date + 12 months
Option Year 1 Award Date + 12 Months - Award Date + 24 Months
Option Year 2 Award Date + 24 Months - Award Date + 36 Months 
Option Year 3 Award Date + 36 Months - Award Date + 48 Months
Option Year 4 Award Date + 48 Months - Award Date + 60 Months
Incentive Award Term Option 1

Award Date + 60 Months - Award Date + 63 Months 
Incentive Award Term Option 2 
Award Date + 63 Months - Award Date + 66 Months 
Incentive Award Term Option 3 
Award Date + 66 Months - Award Date + 69 Months
Incentive Award Term Option 4 

Award Date + 63 Months - Award Date + 72 Months 

Incentive Award Term Option 5 

Award Date + 66 Months - Award Date + 75 Months

3. AWARD TERM INCENTIVE OPTION 

(a) General. Achieving the requisite acceptable quality level(s) (AQL) as described in the clause entitled “Award Term Incentive Option Plan” does not entitle the contractor to the exercise of an award term incentive option period described in Period of Performance. Rather, achieving the requisite AQL(s) only permits the Contracting Officer to consider exercising such an award term incentive option period. Accordingly, if the contractor fails to achieve an AQL, the Contracting Officer may not consider exercising the associated award term incentive option period. Before exercising any award term incentive option period, the Contracting Officer must make the determinations set forth under 17.207(c) of the Federal Acquisition Regulation. 

(b) Period of performance. Provided the contractor has achieved the AQL(s) set forth in the clause “Award Term Incentive Option Plan,” the Contracting Officer may consider extending the contract by exercising five (5) additional award term option period(s) of three (3) months each. The total maximum period of performance under this contract, if the Government exercises all option periods and all award term incentive option periods is seventy-five (75) months. 

(c) Cancellation of the award term incentive option. (1) The Government has the unilateral right to cancel award term incentive option periods and the award term incentive option plan for such periods in this contract if -

(i) The Government no longer has a need or the funds for the award term option period; or 

(ii) The contractor has failed to achieve the AQLs for an evaluation period, or the Contracting Officer has failed to exercise an award term incentive option period, regardless of whether the contractor’s performance permitted the Contracting Officer to consider exercising the award term incentive option period. 

(2) When an award term incentive option period is cancelled, any(i) Prior award term incentive option periods for which the contractor remains otherwise eligible are unaffected. (ii) Subsequent award term incentive option periods are thereby also cancelled. 

(d) Cancellation of an award term incentive option period that has not yet commenced for any of the reasons set forth in paragraph (c) of this clause shall not be considered either a termination of convenience or termination for default, and shall not entitle the contractor to any termination settlement or any other compensation. If the award term incentive option is cancelled, a unilateral modification will cite this clause as the authority. 

(e) Award term incentive option administration. The award term incentive option evaluation(s) will be completed in accordance with the schedule in the Award Term Incentive 

Option Plan. The contractor will be notified of the results and their eligibility to be considered for the respective award term incentive option no later than 30 days after the evaluation. 

(f) Review process. The contractor may request a review of an award term incentive option evaluation which has resulted in the contractor being ineligible for the award term incentive option. The request shall be submitted in writing to the Contracting Officer within 15 days after notification of the evaluation. 

(g) Notice of intent to exercise award term incentive option. The contractor will be notified of the Government’s intent to exercise an award term option in accordance within 30 days after receipt of the yearly reports on Award Term Incentive Goals. 

AWARD TERM INCENTIVE OPTION PLAN 

(a) The award term incentive option plan provides for the evaluation of performance, and serves as the basis for decisions on whether the exercise of an award term option period may be considered by the Contracting Officer. The award term incentive option plan may be bilaterally revised at least sixty (60) days prior to the commencement of any award term option evaluation period. Any changes to the award term incentive option plan will be made in writing and incorporated into the contract through a bilateral modification citing this clause. 

(b) At the end of each base and option period, within 30 days of receipt of the monthly reports, the Contracting Officer will determine if the contractor met the incentive goals for that period. The contractor must meet both goals during the appropriate period in order to receive each three month extension. 

Small Business Supplied Goal per year (Expressed as a percentage of all purchase dollars): _______ Offering of New EPP Items per year (New EPP items offered on system): _______ 

For each period that the contractor(s) meets BOTH goals, the period of performance will be extended by an additional three months (maximum fifteen months). No extension will be awarded if the contractor meets only one of the two goals for that year. 

D. Ordering Procedures 

1. All purchases made under this BPA will be made by the use of Government Purchase Cards by authorized cardholders. The preferred method for ordering under this contract shall be electronic. The contractor shall, therefore, establish an electronic ordering procedure for orders placed under this BPA. Such a procedure shall include a secure Internet site, receipt of orders, and other processes such as a direct dial-in connection to the contractor’s system. The contractor shall also provide a means by which cardholders can place orders by facsimile and telephone. 

2. The contractor shall provide a pre-printed form to cardholders for their use in preparing facsimile orders. Cardholders will place telephone orders only in emergency situations. The contractor shall confirm all telephone orders via facsimile or the EPA person placing the order will transmit the order by facsimile as a confirmation of the telephone order. The contractor shall assign a control number to all facsimile and telephone orders, and confirm all facsimile and telephone orders, by return facsimile to the person placing the order. 

3. Authority to Place Orders - All orders placed with the contractor under this BPA must be accompanied by an EPA purchase card account number. EPA will provide the initial database of Purchase Card Holders. The contractor shall maintain a current and accurate listing of the Purchase Card Holders, and provide a copy of the order point database to the EPA Project Officer, and provide quarterly updates to the database. These cardholders have been granted the authority to place orders and commit Government funds to the maximum dollar authority granted to the Purchase Card. The contractor shall ensure proper electronic authorization is received for each Purchase Card Order before filling the order. 

E. Delivery Requirements 

1. The contractor shall deliver all supplies ordered under this BPA to the desktop location specified with the order. All deliveries shall be performed by personnel with the requisite access/clearance for the specified EPA facility. 

2. The contractor shall fill all orders placed under this BPA, including orders containing NIB/NISH, UNICOR and EPP items, within two days for standard orders, or the next day, as requested at the time the order is placed. If an item is not available for immediate delivery, the contractor will inform the cardholder and offer to cancel the order, or place the item on backorder status. 

3. Delivery of all items under this contract shall be Free on Board (FOB) Destination for standard two day delivery, and shall be shipped with all transportation costs included in the cost of the item, unless otherwise established at the time the order is placed. 

4. Packing Slip - The contractor shall include a delivery ticket or packing slip with each order placed under this BPA and provide it with the order. The contractor shall ensure the delivery ticket or packing slip contains the following information: 

Name of Supplier BPA Order Number, Date of purchase (order) and the name of the cardholder or customer number placing the order Itemized list of supplies furnished, including total cost of the order Quantity, unit price, and extension of each item Date of delivery of shipment
5. The printed name and signature of the EPA employee receiving the supplies and two copies of the signed Packing Slip shall be given to the person receiving the order and the original retained by the contractor. 

F. Transaction Review and Disputes 

1. All purchases made under this BPA will be made using the EPA Purchase Card. Therefore, the traditional invoicing requirements do not exist. The contractor shall utilize the alternative system on the EPA Intranet for purchase card reconciliation and cost allocation. This system was developed by EPA’s Financial Services Division and is the Agency’s recommended system for cardholders to review and allocate purchase card transactions. The contractor shall ensure that each purchase card transaction contains Level III data, which is required for cardholders to perform efficient reconciliation. 

2. Cardholders will review all electronic transaction data for accuracy. If there is the need for a credit or debit, the cardholder will notify the Contractor’s Customer Service Department immediately. The cardholder should attempt to resolve all product, delivery or quality discrepancies with the vendor and to obtain a credit when appropriate. The Contractor shall provide the cardholder with a tracking number for each transaction for further reference or follow up. 

3. The contractor shall have 30 days or one billing cycle to make the correction. If the cardholder is unable to obtain a credit from the vendor within 30 days or one billing cycle, then the item should be formally disputed within 60 calendar days of the posted date on the account. Disputes procedures are contained in Attachment 7. 

G. Contract Administration Data 

1. Contracting Officer - The Contracting Officer is the only person authorized to make or approve any changes in any of the requirements of this BPA, and notwithstanding any clauses contained elsewhere in this contract, the said authority remains solely with the Contracting Officer. In the event the Contractor makes any changes at the direction of any person other than the Contracting Officer, the change will be considered to have been made without authority and no adjustment will be made in the Contract price to cover any increase in cost incurred as a result thereof. The Contracting Officer for individual orders will be noted on the orders. 

2. The Contracting Officer responsible for administration of this BPA is 

Tiffany Schermerhorn U.S. EPA, Mail Code 3803R1200 Pennsylvania Ave., NW, Washington, DC 20460Telephone: (202) 564-99029 

Fax: (202) 565-2554E-Mail: Schermerhorn.Tiffany@epa.gov
3. The Contract Specialist for administration of this BPA is: 

Tiffany Schermerhorn U.S. EPA, Mail Code 3803R1200 Pennsylvania Ave., NW, Washington, DC 20460Telephone: (202) __________Fax: (202) _____________E-Mail: _______________

4. The EPA Project Officer(s) will represent the Contracting Officer in the administration of technical details within the scope of this BPA. The Project Officer is also responsible for final inspection and acceptance of all reports, and such other responsibilities as may be specified in the BPA. The Project Officer is not otherwise authorized to make any representations or commitments of any kind on behalf of the Contracting Officer or the Government. The Project Officer does not have authority to alter the Contractor’s obligations or to change the BPA specifications, pricing, terms or conditions. If, as a result of technical discussions, it is desirable to modify the BPA requirements or the Statement of Work, changes will be issued in writing and signed by the Contracting Officer.
5. The Project Officer assignment for this BPA may be changed at any time by the Government without prior notice to the Contractor. However, the Contractor will be notified of the change in writing. The Project Officer(s) for this BPA are: 

Karen Lee U.S. EPA/Mail Code 3802R1200 Pennsylvania Ave. NW, Washington, DC 20460(202) 564-4378(202) 565-2553 - faxLee.Karen@epa.gov
Alternate: Holly Elwood/Mail Code 7409M1200 Pennsylvania Ave.NW, Washington, DC 20460(202) 564-8854(202) 564-8901 - faxElwood.Holly@epa.gov
H. Deliverables 

1. The contractor shall submit all deliverables to EPA in accordance with the following schedule. Except for the Order Point Database, usage reports identified below shall be submitted electronically using Lotus or WordPerfect. The Order Point Database shall be submitted in Lotus. 

	Deliverable Description 
	Due Date 
	Submit To 

	Office Supplies
	Within two business days to EPA locations within the 48 contiguous states
	Address specified at time of order

	Cardholder Database
	Within two weeks of the receipt of cardholder information from EPA, quarterly maintenance due on the fifth day after the end of the quarter
	Project Officer

	Reports:

	25 Most commonly Purchased Items
	Fifth business day after the end of each month
	Project Officer

	Value and Percentage of all purchases that are NIB, NISH & Unicor
	Fifth business day after the end of each month
	Project Officer

	Value and Percentage of all purchases supplied by Small Business
	Fifth day after the end of each month and yearly on the fifth business day after the expiration of Base and Option Year
	Project Officer & Contracting Officer

	Value and Percentage of all Purchases that are EPP items
	Fifth business day after the end of each month
	Project Officer

	Value and Percentage of all CPG items purchased
	Fifth business day after the end of each month
	Project Officer

	Quarterly and Fiscal Year-to-Date Expenditures detailed by function, office, REFM and Business Units
	Fifth business day after the end quarter, and/or fiscal year
	Project Officer

	Quarterly summary of expenditures by Order Point Number and Organization
	Fifth business day after the end of the quarter
	Project Officer

	Quarterly Report of Activities to Identify, Promote and Offer new EPP items
	Fifth business day after the end of the quarter
	Project Officer and Contracting Officer

	Number of new EPP items offered on system per year
	Fifth business day after End of Base or Option Period
	Project Officer and Contracting Officer

	Delivery Report (on time, late and back orders)
	Fifth business day of each month
	Project Officer

	Quarterly report on toner cartridge and batter recycling activity
	Fifth business day of each quarter
	Project Officer


Project Officer I. Rehabilitation Act of 1973 and Rehabilitation Act Amendments of 1998, Section 508 Information Technology Accessibility Requirements - Electronic and information technology products, if any, including Web-based internet information and applications, provided under a BPA awarded pursuant to their SOW shall comply with the information technology accessibility standards required by Section 508 of the Rehabilitation standards required by the Rehabilitation Act Amendments of 1998. 

(a) EPA has a legal obligation under the Rehabilitation Act of 1973, 29 U.S.C. 791, to provide reasonable accommodation to persons with disabilities who wish to attend EPA programs and activities. Under this contract, the contractor may be required to provide support in connection with EPA programs and activities, including conferences, symposia, workshops, meetings, etc. In such cases, the contractor shall, as applicable, include in its draft and final meeting announcements (or similar documents) the following notice: 

It is EPA's policy to make reasonable accommodation to persons with disabilities wishing to participate in the agency's programs and activities, pursuant to the Rehabilitation Act of 1973, 29 U.S.C. 791. Any request for accommodation should be made to the specified registration contact for a particular program or activity, preferably one month in advance of the registration deadline, so that EPA will have sufficient time to process the request. 

(b) Upon receipt of such a request for accommodation, the contractor shall immediately forward the request to the EPA contracting officer, and provide a copy to the appropriate EPA program office. The contractor may be required to provide any accommodation that EPA may approve. However, in no instance shall the contractor proceed to provide an accommodation prior to receiving written authorization from the contracting officer. 

(c) The contractor shall insert in each subcontract or consultant agreement placed hereunder provisions that shall conform substantially to the language of this clause, including this paragraph, unless otherwise authorized by the contracting officer.




Survey of Current Practices
	Contact Information



	OPDIV/STAFFDIV:
	

	Contact:
	

	Title:
	

	Email:
	

	Date:
	


*If this document is being completed by a contractor please use Government POC information

	Estimate the number of desktop units (Purchased)
	

	Estimate the number of laptop units (Purchased)
	

	Estimate the number of printers (Purchased)
	

	Estimate the number of desktop units (Leased)
	

	Estimate the number of laptop units (Leased)
	

	Estimate the number of printers (Leased)
	


	How much did your Office spend on the procurement of Information Technology equipment for fiscal year_________?
	

	Of the total spending identified in the previous question; what percentage was leased versus purchased equipment?
	Percentage of Total Spending

_% Purchased

_% Leased

	What is your Office’s primary procurement method for purchasing electronic equipment:(check all that apply)
If your Office uses GWAC, please specify which GWAC is being used:___________________

If your Office checked Other, please specify: ___________________
	 FORMCHECKBOX 
 Retail/Open Market
 FORMCHECKBOX 
 GSA Schedule

 FORMCHECKBOX 
 GWAC

 FORMCHECKBOX 
 Small Business

 FORMCHECKBOX 
 Other



	What is your Office’s primary procurement method for leasing electronic equipment:(check all that apply)
If your Office using GWAC please note which GWACs your Office uses:___________________

	 FORMCHECKBOX 
 Retail/Open Market
 FORMCHECKBOX 
 GSA Schedule

 FORMCHECKBOX 
 GWAC

 FORMCHECKBOX 
 75% - 100%

	What percentage of employees in the Program and/or Contracts office have taking the on-line environmentally preferable purchasing (EPP) training course? http://www.ofee.gov/gp/training.html.  
	 FORMCHECKBOX 
 <10%
 FORMCHECKBOX 
 11% - 49%

 FORMCHECKBOX 
 50% - 74%

 FORMCHECKBOX 
 75% - 100%

	Does your Office require vendors provide EPEAT-registered products?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your procurement contract obligate vendors to perform End-of-Life (EOL) management services?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include at least 3 identified environmental attributes (see below) in purchasing specifications? (Check all that apply)
1. Reduce Toxics Constituents 

2. Increased Recycled Content 

3. Design for Recycling 

4. Reduced Materials Content 

5. Promote Energy Conservation

6. Extended Product Life 

7. Reduced Packaging

8. Promote Environmentally Sound Recycling 

9. Promote take back option 
	1. FORMCHECKBOX 

2. FORMCHECKBOX 

3. FORMCHECKBOX 

4. FORMCHECKBOX 

5. FORMCHECKBOX 

6. FORMCHECKBOX 

7. FORMCHECKBOX 

8. FORMCHECKBOX 

9. FORMCHECKBOX 

	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include a clause requiring EPEAT bronze-registered, or higher, products?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include a clause requiring ENERGY STAR® compliant products per Executive Order 13123, Greening the Government Through Efficient Energy Management.
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include a clause requiring compliance with Executive Order 13221, Energy Efficient Standby Power Devices?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include a clause requiring manuals to be delivered on compact disc (CD) or made available online?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendor contracts to include a clause requiring vendors to take-back products at End of Life (EOL) or utilize vendor's take back service for EPEAT-registered products?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office have a POC that is responsible for oversight of contracts to ensure vendor compliance with environmental clauses?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office have a best practice for printing/copying that references:

· Duplex purchasing requirements

· Print management services
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office inform and educate employees on best printing/copying practices through promotional materials and training.
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require vendors deliver products with energy saving features already enabled?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office utilize a managed print service? (Using Network Printers) 
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	What percentage of printers purchased or leased are purchased for single computer unit usage?
	 FORMCHECKBOX 
 <10%
 FORMCHECKBOX 
 11% - 49%

 FORMCHECKBOX 
 50% - 74%

 FORMCHECKBOX 
 75% - 100%

	Are software options for local and network power management enabled?  
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office require duplex features in procurement by incorporating requirements into guide specifications, product specification language and other purchasing procedures?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office have a best practices strategy to enable, and set as default, duplex features on the equipment and on users’ machines?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	What percentage of computer units purchased are desktop units versus laptops?
	 FORMCHECKBOX 
 <10%
 FORMCHECKBOX 
 11% - 49%

 FORMCHECKBOX 
 50% - 74%

 FORMCHECKBOX 
 75% - 100%

	What is the life expectancy of Desktop Units based on current procurement contracts?
	 FORMCHECKBOX 
 2 yrs
 FORMCHECKBOX 
 3 yrs 

 FORMCHECKBOX 
 4 yrs

 FORMCHECKBOX 
 5 yrs

	What is the life expectancy of Laptops based on current procurement contracts?
	 FORMCHECKBOX 
 2 yrs
 FORMCHECKBOX 
 3 yrs 

 FORMCHECKBOX 
 4 yrs

 FORMCHECKBOX 
 5 yrs

	Has your Office developed a best practices strategy to evaluate new equipment requests?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office upgrade computer units (i.e., add memory, upgrade CPUs, etc.)? 
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office have an IT Blanket Purchase Agreement (BPA) that incorporates EPP language?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Has your Office established best practices on environmentally sound management (ESM) of non-useable electronics, which includes a definition of ESM, the restrictions on land disposal, and application of property management regulations?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Has your Office established organizational responsibility and funding guidance/mechanisms for environmentally sound management of end of life electronics with priorities for reuse, donation, sell and recycling?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office consider product disposition in IT purchase and lease contracts
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Has your Office established best practices for the sanitization of electronic media?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office promote equipment reuse and donations?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Does your Office have a POC that handles the sanitization of media, reuse and donation of computer units?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	The Federal Government has a number of ways for computer units to be disposed of at the end of a lifespan. In terms of percentages, how does your Office dispose of electronic equipment at the end of life? 

If you check Other please specify: ______________________
	 FORMCHECKBOX 
 GSA ______
 FORMCHECKBOX 
 READ______ 

 FORMCHECKBOX 
 CFL _______

 FORMCHECKBOX 
 Sell _______

 FORMCHECKBOX 
 Other  _____
 Total      100%




Thank you for filling out the questionnaire. In the near future, we will begin to schedule meetings between the OPDIVs, STAFFDIVs and HHS to start developing the best practices documentation.
� For additional information on the EPEAT tool, please visit the website at http://www.epeat.net/


� For additional information on the Energy Star program, please reference the website at � HYPERLINK "http://www.energystar.gov/" ��http://www.energystar.gov/�





� For additional information the power management program for Energy Star reference the following website: � HYPERLINK "http://www.energystar.gov/index.cfm?c=power_mgt.pr_power_management" ��http://www.energystar.gov/index.cfm?c=power_mgt.pr_power_management�





� Guidelines for Establishing Life Cycles for Personal Computers, State of Texas Department of Information Resources, revised January 2003. 


� For additional information on the program, reference the website at: � HYPERLINK "http://www.computers.fed.gov/public/aboutProg.asp" ��http://www.computers.fed.gov/public/aboutProg.asp�





� For additional information on the program, reference the website at: � HYPERLINK "http://www.epa.gov/oam/read/" ��http://www.epa.gov/oam/read/�





� The original EPA, BPA agreement can be found at the following EPA website URL: � HYPERLINK "http://www.epa.gov/oam/green/sow.pdf" ��http://www.epa.gov/oam/green/sow.pdf�





�


�It’s not necessary to include this appendix.  We already have a link to the HHS’ APP in the document.  Also, the language  this appendix is not consistent with the language in HHS’ APP. 
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