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Chapter 1

INTRODUCTION

1.1.  Background.  People all across the country are recycling wastes to reduce the solid waste burden on landfills and incinerators.  The U.S. Air Force (USAF) and the Air Combat Command (ACC) have been doing their part by recycling waste streams from their facilities for a number of years.  However, simply recycling solid waste is only part of the solution in the waste reduction paradigm of reduce, reuse, and recycle.

1.1.1.  Closing the Circle.  Waste redirected for recycling must have a market for its use or the balance of the waste reduction cycle falls apart.  Waste that is recycled is turned into a product that contains recycled content, which in turn is marketed to potential users.  If there are no purchasers for that recycled-content product, the manufacturer of the recycled-content product can no longer afford to accept waste offered for recycling; therefore, the waste can no longer be recycled and will have to be sent to a landfill or incinerator.

1.1.2.  Expanding the Market.  Many ACC installations are concerned with the rising cost of operating the base Qualified Recycling Program (QRP).  The main reason cited is markets for recycled products. That’s where affirmative procurement (AP) comes in.  AP closes the circle of the recycling process.  By giving preference to environmentally preferred products, the Air Force does its part to develop markets for recycled products.  Executive Order (EO) 13101 Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition defines environmentally preferable as “products or services that have a lessor or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose.”  This comparison may consider raw materials acquisition, production, manufacturing, packaging, distribution, reuse, operations, maintenance, or disposal of the product or service.  EO 13101 not only encourages federal agencies to continue to expand their recycling efforts, but to become a large market for the recycled-content products that result from this recycling effort.

1.2.  Purpose.  As a result of EO 13101, the USAF instructed its facilities to implement an affirmative procurement program to meet the goals of this and other mandates.  Recently, the Air Force Audit Agency (AFAA) conducted affirmative procurement audits and EPA Region IX has sent facilities notice of its Affirmative Procurement inspection program.   This document provides the guidance necessary to develop an effective installation affirmative procurement program and meet all policy requirements.

1.3.  Requirements for Affirmative Procurement.  EO 13101 is just one requirement that was established to encourage affirmative procurement.  The Resource Conservation and Recovery Act (RCRA) recognized that “millions of tons of recoverable material that could be used are needlessly buried each year.”  The USAF has also established requirements for affirmative procurement to comply with both RCRA and the EO.

1.3.1.  Resource Conservation and Recovery Act (RCRA).

1.3.1.1.  Program Elements.  Section 6002 (42 USC 6962, enacted in 1976) requires that federal government agencies give preference in their purchasing programs to products and practices that conserve and protect natural resources and the environment (see paragraph 3.1.8.)  A fully established affirmative procurement program will meet this requirement as long as the program contains the following four elements:

1.3.1.1.1.  A preference program that demonstrates that the agency
 has a preference for products that contain recycled materials and that these materials meet the standard for recycled-content established by the Environmental Protection Agency (EPA).

1.3.1.1.2.  A promotion program that encourages employees, contractors, vendors, and others associated with a federal agency to adhere to the requirements of the established affirmative procurement program.  Each of these people should procure and use products that contain the minimum standard recycled content.

1.3.1.1.3.  A certification program that requires vendors to certify that the products that they are providing to the federal agency do indeed contain the minimum content recycled products.

1.3.1.1.4.  A monitoring program to review the effectiveness of the affirmative procurement program.  Please see Chapter 4 for the recommended Base Tracking Form.

1.3.1.2.  Applicability.  Federal agencies purchasing designated items must purchase the item with the highest percentage of recovered materials practicable, consistent with price, performance, competition, and availability.  The purchasing requirements apply to any federal agency that purchases more than $10,000 of any one of the Guideline Items.  This threshold is applied at the USAF level and not at the installation level, so since the USAF as a whole purchases more than $10,000 of all Guideline Items, each installation must comply with the requirements no matter how much of an item they purchase (see paragraph 3.1.5.)  For example, if an installation bought annually $200 worth of a Guideline Item, they would still be required to meet affirmative procurement requirements since the USAF as a whole purchases more than $10,000 worth of that same Guideline Item.

1.3.1.3.  Waivers.  RCRA does establish certain waivers to the requirement of purchasing products that meet affirmative procurement requirements.  A decision not to procure Guideline Items meeting EPA standards shall be based on a written determination (see paragraph 1.4.) that such items:

1.3.1.3.1.  Are not available within a reasonable period of time.

1.3.1.3.2.  Fail to meet the performance standards set forth in applicable specifications or fail to meet reasonable performance standards of the procuring agency.

1.3.1.3.3.  Are not available from a sufficient number of sources to maintain a satisfactory level of competition (i.e., available from two or more sources).

1.3.1.3.4.  Are only available at an unreasonable price.  For USAF purposes, “unreasonable price” is defined as follows:  If the cost of the recycled-content product exceeds the cost of a non-recycled item, then it is considered unreasonable (3.1.8.)

1.3.2.  Executive Order (EO) 13101.  Executive Order (EO) 13101 Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition, replaced EO 12873 Federal Acquisition, Recycling, and Waste Prevention on 14 Sep 98.  It states, “[t]he head of each executive agency shall develop and implement affirmative procurement programs” and, “[a]gencies shall ensure that responsibilities for preparation, implementation and monitoring of AP programs are shared between the program personnel and acquisition and procurement personnel.”  

1.3.3.  DOD Instruction 4715.4, Pollution Prevention.  DODI 4715.4 calls for an affirmative procurement program to be established in accordance with Section 6002 of RCRA and EO 13101.  

1.3.4.  Air Force Instruction 32-7080.  Affirmative procurement is addressed in the most recent draft of Air Force Instruction (AFI) 32-7080, Compliance Assurance and Pollution Prevention. The AFI provides program guidance and mandates all installations shall establish AP programs to ensure that purchases of all designated guideline items comply with EPA recycled content requirements unless an exemption applies (see paragraph 1.3.1.3. of this document).  All MAJCOMs should establish procurement programs for all EPA Guideline Items and each installation shall review and revise its specification for these designated items.  It also provides the flexibility to design the program as long as it meets the RCRA Section 6002 and DOD requirements.  Finally, the AFI states that each facility will acquire recycled materials based on EPA procurement guidelines.  This means that the EPA “recommended” minimum content standards given in the Recovered Material Advisory Notices (RMANs) are required for USAF facilities unless they are exempted.

1.3.5.  Air Force Guide to Green Purchasing: The Air Force Affirmative Procurement Program.  This guide sets program goals and gives the installation commander overall responsibility for implementing an AP program compliant with public law, EOs, DOD and AF policies and regulations.  It also outlines additional Air Force requirements and applicability.  It mandates that each installation must have an AP program, and all purchases of Guideline Items must comply with EPA recycled-content requirements unless an exemption applies.  One hundred percent of all products purchased each year in each of EPA’s Guideline Item categories shall contain recycled materials meeting EPA Guideline Criteria.

1.3.6.  HQ USAF Memorandum “Air Force Affirmative Procurement Program”.  This memo, dated 31 May 00, directs MAJCOM Environmental Leadership Councils (ELC) to determine the best team makeup to develop and implement a viable Affirmative Procurement Program.  This HQ ACC Affirmative Procurement Plan (APP) reflects the ACC ELC decision regarding roles and responsibilities and should be followed accordingly.

1.3.7.  HQ ACC Memorandum Affirmative Procurement Program.  This letter, dated 13 Jan 99, outlines Contracting and Civil Engineer Squadrons’ responsibilities to ensure that base personnel are aware of their roles and responsibilities.

1.4.  Exemptions.  When making local purchases of Guideline Items, any decision not to acquire items meeting EPA content standards must be based on one of the previously listed waivers (see paragraph 1.3.1.3.) and a written determination must be prepared.  Where repetitive purchases of the same items are made, an annual blanket determination may be approved (see paragraph 2.4.1.3.3.).  A general officer or member of the Senior Executive Service (SES) of the requiring activity (the functional unit having the requirement) must approve all written determinations.  For requiring activities without a general officer or SES, the commander of the activity, which will typically be a unit’s squadron commander, will suffice
 (see paragraph 3.1.1.). For example, a transportation squadron discovers that recycled-content traffic cones will take six weeks to acquire and they need cones tomorrow.  The transportation squadron commander, as head of the requiring activity, can approve the exemption and sign the determination.  For ACC bases, requirements initiated by Civil Engineering (CE) must include determinations signed by the Base Civil Engineer (BCE).  The determination must be completed prior to solicitation and provided to the contracting officer.  As well, if a non-compliant Guideline Item is called for in contract specifications, the BCE shall provide a copy of the written determination to Contracting and the CEV Team Leader.  

1.5.  EPA Comprehensive Procurement Guidelines.  

1.5.1.  Comprehensive Procurement Guidelines and Recovered Material Advisory Notices.  EO 13101 required the EPA to designate items that are or can be made with recovered materials.  As a result, EPA developed the Comprehensive Procurement Guidelines (CPG) and the Recovered Material Advisory Notices (RMAN), which recommends recovered material content standards for the designated items and EPA’s suggestions for ways to meet guideline requirements.  Federal agencies will design their programs to meet EPA’s recommended recycled content standards when purchasing Guideline Items. 

1.5.2.  Updates.  The EO also directs EPA to update the CPG annually and to issue RMANs periodically to reflect changing market conditions.  The original CPG (CPG I) was published on May 1, 1995 (60 FR 21370).  It established 8 product categories, designated 19 new items, and consolidated 5 earlier item designations.  In November 1996, EPA published proposed changes to the original CPG and RMAN (CPG II and RMAN II) that proposed to designate an additional 13 items.  On November 13, 1997, EPA published final recommendations for 12 of the 13 items originally proposed (62 FR 60975).  The list as of July 2000 is at Table 1.1:  

Table 1.1.  Affirmative Procurement Guideline Items (July 2000). 

CATEGORY
PRODUCTS

Paper and Paper Products
Commercial/industrial sanitary tissue products

Miscellaneous papers

Newsprint

Paperboard and packaging products

Printing and writing papers

Vehicular Products
Engine coolants

Re-refined lubricating oils

Retread tires

Construction Products
Building insulation products

Carpet and carpet cushion

Cement and concrete that contains coal fly ash and/or ground granulated blast furnace slag

Consolidated and reprocessed latex paint

Floor tiles

Flowable fill

Laminated paperboard

Patio blocks

Railroad grade crossing surfaces

Shower and restroom dividers and partitions

Structural fiberboard

Transportation Products
Channelizers, delineators, flexible delineators

Parking stops

Traffic barricades

Traffic cones

Park and Recreation Products
Park benches and picnic tables

Plastic fencing

Playground equipment

Playground surfaces

Running tracks

Landscaping Products
Garden and soaker hoses

Hydraulic mulch

Plastic lumber landscaping timbers and posts

Lawn and garden edging

Yard trimmings compost or food waste

Non-Paper Office Products
Binders, clipboards, file folders, clip portfolios, and presentation folders

Office recycling containers

Office waste receptacles

Plastic desktop accessories

Plastic envelopes

Plastic trash bags

Printer ribbons

Toner cartridges

Miscellaneous Products
Awards and plaques

Industrial drums

Mats

Pallets

Signage

Sorbents

Manual-grade strapping

1.6.  Additional Opportunities for Affirmative Procurement Implementation.

1.6.1.  Administrative Opportunities.  In addition to the opportunities provided in the previous table, there are a number of administrative and procedural measures that are available to ACC bases for implementing an effective APP.  The following table (taken from the HQ Air Force Reserve Command (paragraph 3.1.7.) lists these opportunities and suggests offices of primary responsibility (OPR) to help bases implement their APP (Table 1.2.):  

Table 1.2.  Administrative and Procedural Measures for Implementing an APP.

TITLE
DESCRIPTION
OPR

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

Public Affairs

Instruction to Government purchase card-holders on the requirements of AP 
Government purchase cardholders make many of the decisions about what products 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.  
Contracting

Base-wide APP training
Bases could consider having all staff members attend a one to two hour training session on AP procedures.  
CE Environmental

Establish a tracking system
The base should use the Base Tracking Form in Chapter 4 of this document, or an equivalent, to track their level of compliance with the Affirmative Procurement Program.
CE Environmental

Implement an AP incentive program
Reward those organizations that have the highest percentage of AP 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

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

Chapter 2

STEPS TO AN AFFIRMATIVE PROCUREMENT PROGRAM

2.1.  Establishing an Affirmative Procurement Program.  Establishing an effective APP at an ACC installation requires the development of an infrastructure of people and procedures to integrate the program into the day-to-day operations of the facility.  Just like anything else that is new, it will take some time for the base to adjust to a new way of thinking and acting.  As most remember, establishing a pollution prevention program on base was difficult at first, but it has now become routine.  This is not to say the program will not need encouragement every so often, but organizations will become adjusted to this new way of thinking.

2.2.  Six Months to an Affirmative Procurement Program.  

2.2.1.  The Schedule.  Table 2.1. provides an overall schedule for the establishment of an affirmative procurement program at an installation in six months (see paragraph 3.1.7.)  HQ ACC suggests that 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.  Bases should adopt this schedule to fit their needs as they may be in various stages of program implementation.  

Table 2.1.  Affirmative Procurement Program Establishment:  Six Month Schedule.  

Week#
Task#
Task Description

0
1
· Elect AP Team Leader from CEV

· AP Team Leader needs to acquaint themselves with goals and objectives of USAF/ACC AP Program

1
2
· Identify AP Team Members

2
3
· Conduct AP Team Meeting No. 1

· Discuss goals and objectives of base AP Team and program 

· Describe each guideline area (provide Table 1.1. as handout)

· Provides this schedule to each team member 

· Provide each member with a copy of ACC AP Guide

· Make Assignments:

· Identify items purchased/stocked by each organization that could be made from recycled stock

· Identify procedures that promote AP purchases

· Attempt to quantify current AP efforts in terms of dollar value of total purchase vs. value of recycled products (use a spreadsheet)

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

5
5
· Establish a method for collecting AP information

6
6
· Conduct Meeting No. 2

· Receive information from each organization on current AP programs

· Receive information on items that could be purchased with recycled content

· Receive information on procedures that could be changed

· Request that each organization put together an action plan for implementing AP opportunities

7
7
· Review opportunity list (proposed/implemented)

7
8
· Have installation look into establishing an office supply outlet on base through NIB/NISH

10
9
· Conduct Meeting No. 3

· Reserve information on action plans

· Discuss methods for outreach/training

· Establish Government purchase card holder training

· Assign training responsibilities and dates (could be contracted out)

11
10
· Put out flyers/brochures to base personnel.  Put ads in newspaper.

14
11
· Conduct Meeting No. 4

· Review goals from meeting No. 1 and see if you are on track

· Review action plans to determine if on track to meet schedule

· Use Base Tracking Form, or equivalent, for each participating organization to meet ACC/CEV quarterly reporting requirements

· Discuss training status

· Discuss outreach status

18
12
· Conduct Meeting No. 5

· At this point, most 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

· Disseminate list of local vendors that provide recycled products

· Report on opportunity status

· Pass out Base Tracking Form

20
13
· Answer questions on Base Tracking Form

22
14
· Conduct Meeting No. 6 (last meeting)

· Review opportunity status (all should be implemented by now)

· Collect first round of Base Tracking Forms

· Discuss future AP Team efforts

· Semi-annual meetings

· Biennial AP training

26
15
· AP Program Implemented

2.2.2.  The Affirmative Procurement Team.  The schedule provides for naming a coordinator for the base program and for establishing a committee that will assist this coordinator with the implementation of the APP. 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.

2.2.3.  Meeting One.  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 its own local goals and objectives or adopt those specified by the USAF.  Each member will be given a copy of this guide (could be given out before the meeting or via email) and will be provided with a copy of the schedule.

2.2.3.1.  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:

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

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

2.2.3.1.3.  Attempt to quantify current affirmative procurement efforts in terms of dollar value of total purchase vs. value of products conforming to the CPG.  Justify why this amount is not 100 percent and provide an action plan for getting to 100 percent.

2.2.4. Meeting Two.  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.  

2.2.4.1.  For this second meeting, the AP Team members should be assigned the task of reviewing the implementation of specific affirmative procurement opportunities presented in Appendices B-J of this document.  Their 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.

2.2.5.  Meeting Three.  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.  Awareness training should be provided to the entire base population, with specific training given to Government purchase cardholders. 

2.2.6.  Meeting Four.  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, the Team should discuss the requirements of the Base Tracking Forms.  AP Team members should each be assigned the responsibility of reporting to the AP Team Leader on a prescribed date in order to meet ACC/CEV quarterly reporting requirements. 

2.2.7.  Meeting Five.  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.  Announce to AP Team members that Base Tracking Forms are due at the next meeting.  Data from this form (or an equivalent form) will be used to provide quarterly metrics to ACC/CEV.   

2.2.8.  Meeting Six.  Although the AP Team should meet at least semi-annually 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 Base Tracking Forms will be collected and the AP Team Leader will provide the schedule for future submissions of the forms.  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.  

2.2.9.  Full Implementation.  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.

2.3.  Establishing the Affirmative Procurement Team.

2.3.1.  Oversight.  Each base Environmental Protection Committee (EPC), headed by the wing CV, will provide oversight and support to the Base Affirmative Procurement Team.  Support in the first few months of a developing program is essential in order to have full base participation.  

2.3.2.  Cross-Functionality.  Setting up an affirmative procurement program is not something that can or should be undertaken by one organization.  It will require the assistance and buy-in of a number of critical organizations at the installation; therefore, the AP Team should consist of individuals from a number of organizations throughout the base.

2.3.3.  AP Team Leader.  The Leader of the AP Team shall be a representative of the environmental branch of Civil Engineering (CEV), which is in accordance with Air Force AP requirements (see paragraph 3.1.1.)  This will allow the affirmative procurement program to fit seamlessly within the overall pollution prevention program on base.  The metrics generated from this program will be reported quarterly along with the metrics of the other pollution prevention program areas through the ESORTS report. 

2.3.4.  Membership.  The following are suggested members of the AP Team:  Contracting, Supply, Bioenvironmental Engineering, Civil Engineering-Operations, Civil Engineering-Construction, Civil Engineering-Environmental, Vehicle Maintenance, BX, Services, Aircraft Logistics, Legal, Public Affairs, Government purchase card Monitor, and Tenant Organizations (with impact on affirmative procurement purchases).

2.4.  AP Team Member Roles and Responsibilities.   In order to ensure the effective implementation of the affirmative procurement program at each ACC installation within the prescribed six-month period, the AP Team members must have assigned responsibilities and meet the deadlines assigned to them for completing their tasks.  Many of the AP Team members have been assigned with implementing affirmative procurement opportunities.  The responsibilities discussed in the following sections are above and beyond those specific opportunity assignments (see paragraph 3.1.6.)

2.4.1.  Contracting.  Contracting has a three-part role in the program:  acquire compliant products when purchase requests identify EPA guideline items; insert appropriate Federal Acquisition Regulation (FAR) provisions into solicitations and contracts; and ensure International Merchant Purchase Authorization Card (IMPAC) cardholders receive affirmative procurement training.  

2.4.1.1.  The base contracting office will disseminate information to local vendors that the base is establishing an affirmative procurement program and encourages their support; the base ‘Vendor Day’ may provide the perfect venue for this activity.  Contracting will also develop a list of vendors who support the base’s affirmative procurement program; and review contracts to ensure that affirmative procurement is included in the terms and conditions of any purchase agreements. 

2.4.1.2.  FAR Part 23.4, Use of Recovered Materials, prescribes policies and procedures for acquisition of EPA designated items.  Note it requires insertion of clauses 52.223-4, 52-223-8, and 52.223-9 in solicitations/contracts that are for or specify the use of recovered materials. 
2.4.1.2.1.  FAR Clause 52.223-4 –Recovered Materials Certification. Insert in all solicitations that are for, or specify the use of, recovered materials. It states that the contractor certifies, by signing the bid documents, that the percentage of recovered materials to be used in the performance of the contract will be at least the amount required by the applicable contract specifications. 

2.4.1.2.2.  FAR Clause 52.223-8 – Estimate of Percentage of Recovered Material for Designated Items To be Used in the Performance of the Contract.  This clause shall be inserted in solicitations exceeding the simplified acquisition threshold that contain a requirement for an EPA designated item.  

2.4.1.2.3.  FAR Clause 52.223-9 – Certification of Percentage of Recovered Material Content for EPA Designated Items Used in Performance of the Contract.  When this clause is used, the contractor is required to certify that recycled-content materials were provided as called for in the specifications. The contractor is also required to estimate the percentage of recovered materials actually used in the performance of the contract. Use FAR 52.223-9 only when the total contract value (not the value of the guideline items purchased) exceeds the simplified acquisition threshold, or $100,000. (However, as stated earlier, the size of the contract is not a license to ignore all other APP requirements besides contractor certification.) 

2.4.1.2.4.  FAR Clause 52.223-10 – Waste Reduction Program.  This clause, although not directly linked to affirmative procurement, supports EO 13101 by promoting cost effective waste reduction in contracted operations.  

2.4.1.3.  Contracting will ensure that Government purchase cardholders are trained to purchase products that meet affirmative procurement requirements and provide cardholders GSA office product catalogs, which include recycled content products.  

2.4.1.3.1.  When making a USAF credit card purchase of a Guideline Item exceeding $2,500, the purchaser must select products meeting EPA recovered material content requirements unless an exemption applies. If the requirements were not met, a written determination must be placed in the purchase files.

2.4.1.3.2.  When making a USAF credit card purchase of a Guideline Item less than $2,500, the purchaser must select products meeting EPA recovered material content requirements unless an exemption applies.  The written determination is not required if an exemption is invoked for micropurchases.

2.4.1.3.3.  Blanket determinations for a series of identical purchases of Guideline Items are acceptable, but they must be reviewed annually since technical requirements, prices, and product performance are subject to change.   

2.4.1.4.  Some additional issues that Contracting may want to consider involve Government-owned or leased facilities and/or contracts that provide for contractor or other support services at Government-owned or operated facilities.  These contracts shall include provisions that obligate the contractor to comply with the requirements of this order within the scope of its operations.  The Air Force Guide to Buying Recycled states, “[i]f a USAF contract includes the purchase of guideline items, the contract specifications must require the product to meet the EPA recovered material content requirements, unless written determination is provided for the contract file before the contract is awarded” (see paragraph 3.1.1.)

2.4.2.  Civil Engineering.  Civil Engineering plays a dual role in the installation AP program.  First, CE should build into its design program and equipment and supply purchases a process that gives preference to the use of environmentally preferable products.  All efforts should be made to instill AP principles when developing plans, drawings, work statements, specifications, or other product descriptions.  Awareness training should be provided to CE personnel about AP.  Secondly, CE must team with Base Contracting to train, educate, and monitor base personnel as they participate in the installation AP program. 

2.4.3.  Civil Engineering-Environmental (AP Team Leader).   The AP Team Leader shall be the base lead point-of-contact for all affirmative procurement initiatives and establish a training program for base personnel on affirmative procurement.  This person shall form and maintain an AP Team consistent with this guidance document and strive to ensure that the base is meeting the USAF goals and objectives of 100 percent compliance with affirmative procurement purchases in all the guideline categories through the effective implementation of an affirmative procurement program at the facility.  The Team Leader shall periodically review the effectiveness of the affirmative procurement program and recommend adjustments to appropriate AP Team members when necessary.  The Leader will collect information on affirmative procurement and develop an affirmative procurement library to be used by members of the AP Team or other interested base personnel.  New information collected will be disseminated to interested parties on a regular basis.  Finally, the AP Team Leader will collect affirmative procurement metric information from Team members on a quarterly basis and report that information to HQ ACC/CEV via ESORTS.

2.4.4. Civil Engineering-Operations.  Civil Engineering-Operations purchases a number of products that can fall within the affirmative procurement guidelines. Their responsibilities include purchasing requests for products that meet the guideline criteria in the categories of:  Transportation, Construction, Landscaping, and Parks and Playgrounds.  Finally, they shall report quarterly to the base AP Team Leader using the Base Tracking Form.  

2.4.5.  Civil Engineering-Construction.  As the on-base point-of-contact for all base construction, this office is responsible for ensuring that all new construction and renovations meet affirmative procurement guidelines.  Specific duties include establishing standard specifications in construction documents to require that construction materials meet established affirmative procurement requirements.  Construction should also complete a Recovered Materials Determination Form to identify EPA guideline items in each project.  This department shall also verify that construction contractors are adhering to affirmative procurement guidelines by reviewing product samples that are in the Construction category prior to their installation; and ensure the installation of affirmative procurement construction category materials through the use of their respective inspection program. Finally, they shall report quarterly basis to the base AP Team Leader using the Base Tracking Form. 

2.4.6.  Supply.  Supply will support the base affirmative procurement program by directing users to buy recycled products whenever possible.  They shall report quarterly basis to the base AP Team Leader using the Base Tracking Form.

2.4.7.  Vehicle Maintenance.  Vehicle maintenance has the important role of ensuring 100 percent compliance in the Vehicular Products category.  Since EPA has emphasized this area in their inspections, purchasing products in the Vehicular Products category that meet affirmative procurement guidelines will come under additional scrutiny.  This includes re-refined oils, retread tires, and reclaimed coolant.  Vehicle Maintenance shall also make efforts to reclaim engine coolant from base vehicles requiring coolant change-out instead of buying virgin or reclaimed coolant. Finally, they shall report quarterly basis to the base AP Team Leader using the Base Tracking Form.

2.4.8.  Aircraft Maintenance.  Aircraft maintenance personnel will assist the base in meeting its affirmative procurement goals by purchasing products that meet the guideline requirements.  (This shall be done to the extent possible understanding that they operate under technical orders that may preclude them from purchasing products that contain recycled content and may not meet military specifications).  Rather than being required to provide a written determination for items that do not meet requirements, Aircraft maintenance may provide a copy of the tech order stating the required need for the specific product.  They shall report quarterly basis to the base AP Team Leader using the Base Tracking Form.

2.4.9.  Legal.  Legal will assist the AP Team in ensuring the installation AP program meets the mandates of RCRA Section 6002 and the associated federal regulations as well as the goals outlined in Executive Order 13101.  Additionally, the installation office of the Staff Judge Advocate will ensure during their contract reviews that contract clauses relating to Affirmative Procurement have been appropriately applied.  

2.4.10.  Public Affairs.  Public Affairs will assist the AP Team by establishing a public outreach/awareness program by disseminating information to base personnel through ads/articles in the base newspaper, flyers, banners, web sites, brochures, or any other media deemed appropriate and have the base newspaper or other print media produced using newspaper stock conforming to affirmative procurement guidelines.  Several websites are available for use (see Chapter 3).

2.4.11.  Government Purchase Cardholders.  Government purchase cardholders are a major source of base purchasing capacity.  So that the base can meet its affirmative procurement goals, government purchase cardholders must understand the requirements of affirmative procurement and be knowledgeable of the affirmative procurement purchasing categories.  For products that they purchase in one or more of those categories, they must strive to purchase products that meet or exceed the requirements of the affirmative procurement guidelines.  Cardholders should seek out information from contracting or CEV on vendors in the area who provide products that meet or exceed affirmative procurement requirements.  IMPAC users should be aware of potential spot checks that would look for correct procedures, purchasing of CPG items, and written determinations when necessary.  If an item identified for affirmative procurement cannot be purchased with recovered materials, the cardholder must have a written determination, signed by the unit squadron commander in his/her file, before making the purchase.

2.4.12.  Government Purchase Card Coordinators.  In their annual review, IMPAC coordinators will review Government purchase card purchases to ensure that individual cardholders are implementing affirmative procurement practices, as well as conducting periodic spot checks to ensure proper procedures are being followed.  Finally, they shall report quarterly to the base AP Team Leader using the Base Tracking Form.    

2.5.  Public Training and Outreach.

2.5.1.  One of the requirements stipulated in Section 6002 of RCRA is that a facility’s affirmative procurement program must include a promotional program. The promotional program educates base personnel and advances the affirmative procurement program throughout the facility.  Base personnel must be aware of the affirmative procurement program before they can be expected to respond to its requirements.  This outreach program can be effectively implemented through information dissemination, training, and incentives.

2.5.2.  In addition to training, the AP Team must publicize the importance of affirmative procurement purchases to the general base population.  The purchasing procedures of the facility must be changed and the purchasing of products that contain recycled materials must become institutional at the facility.  Every purchaser or even user of recycled products must be informed of the importance of affirmative procurement.  If the reasons for purchasing materials containing recycled products are explained to all base personnel, this concept will be more acceptable.

2.5.3.  Public outreach can take various forms and should involve the AP Team Leader and Public Affairs.  Specific actions could include any combination or all of the following: distribution of brochures; preparing and displaying posters; placing notices or ads in the base newspaper or web site; publishing a series of articles on affirmative procurement in the base newspaper; hosting an affirmative procurement “open house” where local vendors can show their products that meet the EPA guidelines; and providing awards or other special recognition for organizations that make great contributions to furthering affirmative procurement on base.

2.6.  Training.  

2.6.1.  Awareness of EO 13101 shall include at a minimum training of base personnel who actively purchase or specify materials for a number of organizations throughout the base.  These purchasing individuals include: Aircraft Maintenance; Base Supply; Bioenvironmental Engineering; Civil Engineering; Construction; Civil Engineering Environmental; Civil Engineering Operations; Contracting; Government purchase card holders; and Vehicle Maintenance.  

2.6.2.  Training should answer the following questions: What is affirmative procurement? Why buy recycled products? What are the statutory standards and their effective dates for implementation?  What are the RCRA affirmative procurement requirements?  What are USAF requirements?  List the exceptions to purchasing affirmative procurement products.  Review the EPA Comprehensive Procurement Guidelines (CPG) and Recovered Material Advisory Notices (RMAN).  List example guideline items, purchasing procedures, and requirements for Government purchase cardholders.  

2.6.3.  Training literature shall include a list of base AP Team members and their requirements, and the identification of guideline items called out in specs/SOWs by using the Recovered Materials Determination Form in the Air Force Affirmative Procurement Guide.

2.6.4.  HQ ACC will provide Affirmative Procurement training at annual contracting conferences, environmental symposiums, and squadron commanders’ training.  Bases should include Affirmative Procurement Training as part of in-coming briefs, IMPAC cardholders training, and annual shop level environmental courses. 

2.6.5.  HQ ACC will utilize the established General Thomas D. White Pollution Prevention Award to recognize the non-industrial installation with the most initiative toward meeting the goals of Affirmative Procurement.  

2.7.  Reporting Requirements.

2.7.1.  One of the RCRA requirements for establishing an affirmative procurement program is to establish an annual monitoring and review process.  Similar to other pollution prevention program component areas, each facility will be required to show progress in meeting the USAF goal of 100 percent compliance in each of the EPA guideline areas.  Each base will develop a formal procedure for collecting this information, such as the Base Tracking Form found in this document, in order to meet ACC/CEV quarterly reporting requirements.

2.7.2.  The only APP data currently collected at installation level is the contractors' certification of guideline item purchases. This information is required by FAR 52.223-9 when the total contract value exceeds $100,000. It should be used locally to determine contractor compliance with specifications for guideline item purchases. 

2.7.3.  HQ ACC will notify installations of any changes to Affirmative Procurement reporting as required by Air Staff.  

2.7.4.  The Air Force Guide to Green Purchasing suggests using a Recovered Material Determination Form for all purchase actions in order to give the installation a good picture of APP compliance.  A sample form is found in the appendix to the Guide; it can be tailored as needed for local use.  By simply counting the number of forms that document compliant purchases and comparing this with the number of forms that lack proper documentation, the base can identify problematic areas the AP Team needs to focus on.  

Chapter 3

REFERENCES AND SOURCES OF ADDITIONAL INFORMATION

3.1.  Policy References and Information Sources.  

3.1.1.  Air Force Guide to Green Purchasing: The Air Force Affirmative Procurement Program, Air Force Center for Environmental Excellence, Brooks Air Force Base, San Antonio, Texas, June 1997.  

3.1.2.  Air Force Instruction (AFI) 32-7080, Compliance Assurance and Pollution Prevention 

3.1.3.  40 CFR 247, Comprehensive Procurement Guideline for Products Containing Recovered Materials.  

3.1.4.  Comprehensive Procurement Guidelines and Recovered Material Advisory Notices  

3.1.5.  Defense Environmental Network & Information Exchange (DENIX) system‑ http://128.174.5.51/denix/denix.html
3.1.6.  DOD Instruction 4715.4, Pollution Prevention
3.1.7.  EPA’s Environmentally Preferable Purchasing Program.  

3.1.8.  Executive Order (EO) 13101 Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition

3.1.9.  Federal Acquisition Regulation (FAR) Subchapter D, Part 23 (Program Requirements) and Part 52 (Contract Clauses).  

3.1.10.  Greening the Government:  A Guide to Implementing Executive Order 12873, Office of the Federal Environmental Executive (OFEE), Washington, DC, Summer 1997.  
3.1.11.  HQ ACC Memorandum Affirmative Procurement Program,  13 Jan 99

3.1.12.  HQ Air Force Reserve Command Affirmative Procurement Plan  

3.1.13.  Resource Conservation and Recovery Act (RCRA)  Section 6002 (42 USC 6962) 
3.1.14.  Recovered Material Advisory Notices (RMANs) 

3.1.15.  Recovered Materials Determination Form, Air Force Affirmative Procurement Guide:  go to Appendix, then Recovered Materials Form
3.1.16.  U.S. Environmental Protection Agency affirmative procurement information:  http://www.epa.gov/epaoswer/non-hw/procure.html
3.2.  Product Information.

3.1.9.  Federal Supply Source
3.1.6.  Environmentally Preferred Products Catalog, U.S. Department of Defense, Defense Logistics Agency, Washington, DC.

3.1.7. Environmental Products Guide, U.S. General Services Administration, Federal Supply Service, Washington, DC, Spring 1998.

Chapter 4

PROGRAM MONITORING AND DATA REPORTING

4.1.  APP Monitoring.  Affirmative Procurement Program monitoring is the fourth legal aspect of RCRA’s program requirements.  Agency level reporting systems are being developed; however, the Air Force has listed the following items as considerations for their reporting requirements.  HQ ACC/CEV will begin tracking this data through the quarterly ESORTS reporting approximately six months from the date of this plan.  ACC recommends using this form, or something very similar, in monitoring and tracking the progress of your installation Affirmative Procurement Program.   

Table 4.1.   Sample Base Tracking Form
INSTALLATION

FY/QUARTER


AP TEAM LEADER

DSN/EMAIL


Date Base AP Plan was last updated
____/____/_____

Date of last review of the EPA CPG website for new requirements
____/____/_____

Are base organizations participating in implementing the AP Plan?  
Yes                        No

How many people have been trained in AP?


How many IMPAC spot checks have been performed this quarter?


How many spot checks turned up negative findings?


Are contractor providing estimates, certification, and verification forms?
Yes                        No

Names of base organizations in AP Team


Latest internal/external ESOHCAMP AP findings


Is the base meeting the recycled content paper requirement of EO 13101 Section 507?


Is the base meeting the recycled content re-refined lubricating oil requirement of EO 13101 Section 507?


Is the base meeting the recycled content retread tires requirement of EO 13101 Section 507?


4.2.  IMPAC User Program Monitoring.  Although ACC and the Air Force will not be tracking IMPAC purchases, installations may find it helpful to conduct spot checks to make sure IMPAC users are considering EPA’s CPG items.  AP Team Leaders may find it helpful to develop a checklist format listing all of EPA’s CPG items and distribute it to IMPAC coordinators.  

� See paragraph 1.3.1.2. of this document for the definition of “agency” and applicability to Air Force installations.  For further clarification see Section 202 of � HYPERLINK "http://www.ofee.gov/eo13101/13101.htm" \t "_top" �EO 13101�.


� Section 2.1.1. of the Air Force Affirmative Procurement Program states, “[t]o invoke the exemption, a written determination is required. � HYPERLINK "http://farsite.hill.af.mil/VFFARa.htm" \t "_top" �FAR 23.404(b)(3)� places the responsibility to prepare this determination on "technical or requirements personnel" and states it must be signed "by an official designated by the agency head." The Air Force has given signature authority for these determinations to the commander of the requiring activity.”
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