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About this Guide

Welcome to the BOMBESBustainable Buildings0 Application Guide

This guide is specifically written for buildings wishing to achic®®MABESBustainable Buildings
certification.

It contains instructions for buildings @ither the Single Building Streaor the Portfolio Stream

Please send your feedback and/or questiongfo@bomabest.org
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1. Stepby-Step Guide for Users of the BOMBESOnline
Portal

1.1. Process overview

The BOMMESTProcess is very usdriendly.

\

Username registration (online)

Login (online)

Building registration (online)

Payment (offline)

Complete assessment (online)

Requesverification (online)

Onsite thirdparty verification and documentation review (offline)

Annual certification (Portfolio Stream) 8+year certification period
(Single Stream

o
\
O
1
o
|
O
]
o
I
O
|
o
/
.
/
s

/ Ongoing access to online portal
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1.2. From Registration taCertification

Stepl: Create a username
Note: Your V2 username angassword wilhot work inthe 3.0 Online Portal

a. Visit: https://boma.credit360.com
b. / £ A OAre ydua néw user®? dieateyour username

U R T1 1179
y 3

Login ‘ i3 ’

Redy = s
= &g

c. Complete the information requested regarding your company and contact information.

NOTEC2 NJ @2 dzNJ O2Y LI yeé yI Y8ENBWH$RE d bnemBIdYy al Wl ¥S

Company Alane Smith)

Register your company

Enter your details to register your company on the BOMA BEST Online Portal. MOTE: For your company name, enter

“Company Name - Your Name” (e.g. Management Company & - Jane Smith)

Company details

Company name: | |

Country: | Choose..

d. You will receive an email with a link. Click on this link to fintlieeegistration processlhe link

is valid for 60 minutesyour username is your email address.
e. You can now log in.

NOTE: If you are planning on registering buildings in many different countries, you must
create a new username specific to each counifryou do not, the correct questionnaires
will not be issued by the Portdkegister buildings in Canada with a username registered

to Canada,; register buildings in the US with a username registered to thetdJS

BOMA BESSustainable Buildings0 Application GuideApril 2018)

Page |4


https://boma.credit360.com/

Step2: Create a building

From thedashboardglick on the ServicestabS f S O (i

GKSGKSN) 82dz ¢2dzZ R

odZAf RAYI 2NJ I Gt 2NIT2fA2¢ 2F oOdAf RAyIad

SingleBuilding Stream Designed for those who prefer to pay a etmae fee for athree-year

fA1S

certification. Upon expiry ofhe building, applicants must pay a new fee for recertification and be verified
again. Multiple buildings can be register@he at a timeyia this method.

Portfolio Stream:Designed for applicants who prefer to pay an annual fee for ongoing certification

Certification never expires provided verification is successful and the annual fee is received. A different
sample of the portfolio is verified every year.

Depending on your selection, follow the instructions directed to your stream in the remainttas of

document.

Please choose from the following
services

Choisissez le service que vous désirez

Single Building / Immeuble unique Portfolio / Portefeuille

Register single / Inscrire I'immeuble Register multiple / Inscrire plusieurs

1. SingleBuilding Stream

a. From the Services tabf cA O |Registgr sifglé @
b. You will beedirectedto i K Ereate new property LJ IS @
c. Complete all requiredields in the Summary section

NOTE Se theTipbox on the following page for details dow to complete your information

a. / f ASave€ Mmultiple buildings can be created this way, one at a time.

NOTEFees for certification do not gear automatically in this step nor is it possible to create an invoice

using the Online Portal. Your Local Association will be in touch with your in@es.are based on the
building size and asset type. Please visitERe section of the websifer exact fees.

2. Portfolio Stream
a. CNR2Y GKS
b. 2dz oAff

5

{ & NDReDiSer miltiblé = Of & O

0 S Doctlieniz! KE2 URSHKBKBNSE A yYoliwbzOd A 2 v 3
be asked toprovide BOMA Canada with a list of your buildings in $pecified template.
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Tips on creating a new building

Property Type Refers to the Energy Star Property Type of your building. Pick the descriptg
most closely resembles your building.

Questionnaire TypeRefers to the BOMA BEST questionnaire you will be using to certify. S
the one that most closely fits yodr dzA £ R A y 3 Q Buildng deScNtidnkiakeayaitable in
section 2 of thiSOMA BEST Application Guide $€lect Universal if your building does not
match any other asset class.

0As oE: This question allows you to track when you make changesupnew building entry.

{ St SOG G¢2RIFIé&é¢ GKS FANRG GAYS GKNRdIZAKO®
Local BOMA Association where the building is locat&lect the Local BOMA Association th
is responsible for the region where your building is located. They will be responsible for
paymentand administration of your certification.

BOMA Membership Status where building is locatdflyou are a BOMA member in another
region, you may not qualify as a member where your building is located. Contact the Loca
BOMA Association where the buildigldcated to confirm your membership status. This will
have an impact on the registration fees.

Invoice Details Provide the contact information of the person who should receive the
registration payment invoice.

Energy Star SectiorReturn to this sectiofater once you have reviewed the instructions in th
BOMA BEST questionnaire pertaining to entering energy and water consumption.

People sectionCannot be modified. If you wish to grant permissions to others to see your
building, see section 1.3 of th&uide for instructions on how to proceed.

Building Manager: a BOMA Canada &

Taciate a3 new user:

N

T / t AORillilmbre details G2 SyGdSNI Y2NB AyF2NXIGAZ2Y |
f Locationsectiot 9y (i SNJ €2dzNJ 6dzAf RAy3IQa | RRNBaa K
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Step3: Completing information for an imported building

Somebuildingshavebeen imported tathe Online PortalPlease proceed to Stepifdthis is not the case.

If your building already exists in the system ylmunot need to register it agaisimply provide some of
the missing information:

a. Log inat https://boma.credit360.com

b. / £ A O PRogertyd KS
c. Find the property in question (you can use the Search function)

DATA ENTRY PROPERTY ADMIN

My Properties | Status | Create new | Benchmarking

Properties

& add property @_]E)cp:url to Excel ﬁLoad:’Save report &2 Clear filter

Search. » | 0| JAdd filter criteria (= Results per page (»)  Select columns (>
[] Building Name 1D Street Address Town or city Gross Floor Ar... Asset type Status
D 05. Property D - Test (Regina) 35245776 Property D Winnipeg 605,241 Office New
perty Peg

d. / tA0] GKS LINPLISNI&Qa yIYS$

e. , 2dz I NB yRPopertpGharactérBticsy LJF 3S F2NJ G KAa o0dAf RAYyID
homepage.

f. |t A OQhar@é/ &

TEST Office Building #5

Property chara cteristic )

g. Complete the information that appears in this secti@msure you have selected the correct

guestionnaire typeSee the Tip box on the previous page for details on how to complete your
information.

h. / t ASBVE @

NOTEFees for certification do not appear automatically in this step nor is it possible to create an invoice
using the Online Portal. Your Local Assoamti! be in touch with your invoice. Fees are based on the
building size and asset type. Please visitkke section of the websiter exact fees.
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Step 4: Payment

NOTEPaymentalways occurs offin@A I € 2dzNJ [ 201t ! aa20AG4A2y 2NJ . ha!
for administrative purposes only (only BOMA Canada and the Local Association may add/remove entries).

SingleBuilding Stream:
a. hy GKS 0dzAf RAY3Qa pagN&BitkSdREgster bKdingIPO G SNA &G A Oa
Property characteristics | Change..)

Address: Canada

Property Type: Light Industrial - Distribution
Gross Floor Area (for ENERGY STAR):

ENERGY STAR Score:

Total GHG emissions:
Water Use Intensity :
Energy Use Intensity:

Register building / Inscrire l'immeuble «

b. Your Local BOMA Association will now receive a notification that you are registering your building
for certification. They will be in touch regarding paymeru may be contacted to confirm your
0 dzA £ RA Yy YQuawill BeSyiamted icieds to tBOMABESTjuestionnairefor 60 days while

payment is still pending. If payment has not been received after this period, accgmgriBOMA
BESTuestionnairewill beremoved

c. Submit payment to the Local BOMA Association.
d. Fees are availablere andare invoiced every three years (per certification cycle).

Portfolio Stream
a. Once you haveubmitted the list of buildings to BOMA Canagau will be contacted directly
with information regarding fees for each building as well next steps.
DonotOf A ORegieybuiling oA F &2dz I NB FtofS (G2 asSS Adouvo
c. Invoices will be sent based on your preferences (individual bgildwoicing or groupvoicing).
Portfolios are invoiced annually.
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Step 5: Accessgand completingthe BOMABESTQuestionnaire

a. From thed dzA fsPRiogemy@haracteristics pagé, 8 O QuéstianfaigE ai I o @
b. Click on the questionnaire for your building. A new tab will open.

TEST Office Building #5

Property characteristics (Change..)

Address: Canada
Property Type: Office - Office
Gross Floor Area (for ENERGY STAR):

ENERGY STAR Score:

Total GHG emissions:

Water Use Intensity :

Weather-normalized Site Energy Use Intensity:

Questionnaire

3 BOMA BEST 3.0 - Office/Immeuble de bureaux - Submitted «-01 to 2021-09-01

{at TEST Office Building #5

Maved to state Submitted by Self-registered Building Manageron October 17, 2016

Once inside the questionnaire, move through each tab, answering each question.

ThedWelcome tab contains some helpful tips for navigating through the questionnaire

ThedBEST Practicésab contains mandatory questions.

Even if you are not going to answer questions in each tab, click through each tab by clicking

Nextt @ ¢KAa gAff Fff2¢ GKS a2aidSy G2 NBIAAGSNI I f

~® Qoo

BOMA BEST 3.0 - Office/Immeuble de bureaux - BOMEX Test Property

Hsave answers & Download B Export template B import

1.0
ctices || Energy | Water

g. You may leave the questionnairedd | y& GAYS IyR Badd@dNy (G2 Ad o8&
h. ¢2 aS8SS @2dz2NJ FyagSNaS Oft AO1 2y GKS a{dzoYAldé¢ odzi
may do this as often as you like2 [y @oiiry, this does not meayou are ready for verification!

BOMA BEST 3.0 - Office/lImmeuble de bureaux - BOMEX Test Property

Hszve answers & Downlosd BExport template B import

Building BEST 0 2.0 3.0 4.0 Health 6.0 7.0 8.0 5.0 10.0
Welcome | Description | Practices | Energy | Water A and Purchasing | Custodial | Waste | Site | Stakeholder m ‘

Wellness Engagement
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Step6: Completingthe performancemetrics portion of the questionnaire

In BOMABESB.0points are available for certain performance metricsgigyy Use Intensity, ENERGY
STAR Score (if applicable) and Water Use Intgnsity

These metrics are calculated via REY STAR Portfolio Managdtere are two ways to enter energy
and water consumption data to obtathese metrics.

1. Directly in the BOMA BEST Online Portal. For instructitiok,here

2. Linking your ENERGY STAR Portfolio Manager account with your BOM&®IEST For
instructions,click here

In either case, oce these steps have been completed correctly, performance values will be generated

automaticallyin the Summary grey box on yo®roperty Characteristicpage.Only the values that
appear in this summanyoxcan be used in the BOMA BEST questionnBigrepared to show the
verifier this online Summary baluringthe verification.

Property characteristics Chane=-.]
Address: 1400 Park Rd S, Lakeview, Oshawa, ON, L1) 8M5, Canada
Property Type: Enclosed Shopping Centre
Gross Floor Area (for ENERGY STAR): 400,000 Square Feet
ENERGY STAR Score: -
Total GHG emissions: 0 Metric Tons CO2e
Water Use Intensity : 2.18 m"3/m"2
Weather-normalized Site Energy Use Intensity: 0.000 G)/mA2

Transcribe these values into the appropriate fields innBOMA BEST questicaire.

Select your preferred unit @)/m2iyear g

What is the calculated weather- 0.0z
normalized site Energy Use
Intensity (EUI) for this building?

For more details on exactly what data must be provided to obtain performance values, consult the
ENERGY STAR FGhort, the following must bprovided:

1 24 consecutive monthsf energy consumption datat a minimum. Consumption must be
entered for each month (cannot be a bulk amount representing the complet@@4th
timeframe).

1 12 consecutive monthsf water consumption data. Can be entereslasingle bulk value
representing the 12 months.
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Step7: Requesting and preparing for Verification
SingleBuilding Stream:

a. Check that you are ready for verification:
1. 1ff . 9{¢ tNIOGAOSA KI BS o0SCPSLIWERSNBHRA GRii Ky i
2. Documentation demonstrating the BEST Practices has been uploaded for each BEST
Practice.
3. Performance metrics are visibletime Summary grey box on yo®roperty Characteristics
page (only occurs if you have correctly synchronized your account with ENHR&Y
required for points)
4. You have clicked through each section of the questionnaire.
5. You overall score has been calculated®y A O1 Ay 3 GKS a{dzoYA(¢ o0dzii;
82dz2Q%S I NNAGSR i GKS ftFad asSOirazy 2F GKS |
b. Fromthe Propdi & / KI NJ O S NReguksk \Gedficatidé S Of A O1 &

Property characteristics [Change...)

Address: 555 Street St., Calgary
Property Type: Office - Office

Gross Floor Area (for ENERGY STAR): 357,922 Square Feet
ENERGY S5TAR Score: -

Total GHG emissions:

Indoor Water Intensity (All Water Sources):

Weather normalized Site EUL

Request Verification / Demande de vérification ‘

c. LT @&2dz Of AO]T SR (KA &anoetVer¥idagod w1 S> &2dz YIF& Of A0}
d. Until the Local BOMA Association has accepted your request you will not have access to your
BOMABESTuestionnaire.
e. Once the Local BOMA Association has accepted your request you will be able to return to the
BOMABESTuestionnaire and make modifications to your questionnaire. These will not affect
the copy that has been made for Verification.
f.  You will be contacted byhe Local BOMA Association to schedhleVerification.
g. Athoroughdescription of the Verification process is availableention 6 of thiSOMABEST
Sustainable Buildings Application Guide 3.0

Portfolio Stream
a. Check that you are ready for verification
1. VEf . 9{¢ tNIOGAOSa KIS o0SOPSLIWERSANB®RAGRTKY
2. Documentation demonstrating the BEST Practices has been uploaded for each BEST
Practice.
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3. Performance metrics are visible in tBemmary grey box on yo&roperty
Characteriics page (only occurs if you have correctly synchronized your account with

ENERGY STARquired for points)
4. You have clicked through each section of the questionnaire.

G { dzorsr A G €

5. You overall score has been calculated®y A O1 Ay 3 G KS
fl a

GgKSY @2dz2Q@S I NNAGSR i GKS
a. ¢ K Request Verificatiodh odzid2y R2Sa yz2d |

880GA2y 27
LILIS | NIngteadNJ dza S N&

contact BOMA Canada to alert them that you are ready for verification.
b. BOMA Canada will work with you to organize a verification schedule for the buildings eligible for

verification.

c. Athoroughdescription of the Verification process is availableantion 6 of thisGuick.

Step8: Certified Buildings

a. Once your building haseen successfully verified, the Local AssocigiinrBOMA Canada for
Portfolio buildingsyill update your certification records. A new entry will be entered in the
OCertificationg tab by an AdministratarHeae you will see the certification date, expitate,

level of certification achieved as well as your score.
b. Your certification record will also appear in the My Properties List.

Certifications

My Certifications

e Add | #F] oF @ Export
Ref Certification Certification Certification Certification Expiry
Lewvel Score Date Date

August 25, 2013 August 24, 2016

[=a]
£

320725541  Gold
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Step9: Recertification

SingleBuilding Stream
a. Certifications are valid for three 3 years. During thige, you will have ongoing access to the

0 dzA £ RA y 3 BGMABEISTukestidnnéike. These can continue to be modified during this
three-yearperiod.

b. You will receivewo alerts¢ 12 monthsand 4 nonths from exping reminding you of your
0dzA f RA Y 3 GfpirydjOsh B OB NI A F& | 0 |y Kendvhc¥rSicadod dOf A O A Y
The process will begin anestarting at Step 4

Renew certification / Renouveler la certification ‘

Portfolio Stream:
a. Certification is ongoing, unless a building cannot meet the verification requirements or driees
outstanding.
b. There is no need to indicate that you want to renew your certification. BOMA Canada will be in
touch regarding Verification at regular intervals.
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1.3. Additional functionalities

1.3.1. Adding users to a building

The person who created a buildilgyautomatically granted prmission to see and modify that building
all its data and applicable BOMBAES fjuestionnaire.

Any number of users can be added to a particular building. These users will be granted full permission to
the building (i.e. can modifihe questionnaire, the data entry forms, etc.). Users can be located across
the country; theydo notneedto be in the same region as the building.

If you wish to add another user to a buildjrmgnailinfo@bomabesbrgwith the following information:

1 The username (these must already exist in the 3.0 Online Portal)
1 The name of the building

Depending on the number of buildings and usernames, please al®dweétks for this to be completed.
Let us know in the email iy are more urgent then others.
1.3.2. Creating an overview of all buildings in your account:

It is possible to see all buildings, their status (Certified, Expired, New, etc.), Asset type, location, etc. in
one place.

a. / £ A ORropertye

b. / £ A ONly Peopertiés

c. From here, you will see a Table of all buildings in your account, or all buildings for which you have

permission (if you have been manually added to other buildings).
d , 2dz OFy a2Nl @&2dzNJAddddleicRériggda o0& Of AO{AYy3 2V
e. Youcanexportall® NBadz Ga (2 IExporbt€Exa@Ee Of AO1Ay3 2y a

Properties

& add property I@Expa'l to Excel I ﬁLoad:’Saue report & Clear filter

Search. x | 0| Addfilter criteria (= « Results per page (»)  Select columns (= T -

[ Building Name 1D Street Address Town or city Gross Floor Ar... Asset type Status Managment C

D 05. Property D - Test (Regina) 35245776 Property D Winnipeg 693,241 Office Mew BOMA Fake
Company
[E] 06. Test Office Bui ding 41684612 555 Street St Calgary 100,000 Office Mot certified / Non To be assigneg
certifié usersfcorrect
company
[E] 07. Test BOMA building (Ottawa) 42801886 1 Health Care
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133. | yRSNEGFYRAYI 82dzNJ &. ha! . 9{¢é¢ RIakKoz2l NR

2 KSYy @2dz FANRG €23 Ay>s OfAO01 2y da.ha! .9{¢¢ (2
PROPERTY ADMIN
Home | Documents | Calendar

Welcome to your home page

Notes Message from BOMA - Un message de BOMA
Enter note Welcome to BOMA BEST 3.0! Bienvenue & BOMA BEST 3.0!

This is your homepage. Maybe you'd like to start by creating a new building
Step by step instructions are provide here.

Voici votre tableau de bord. Peut-étre aimeriez-vous commencer par inscrir
un nouvel immeuble? Des instructions étape par étape sont disponibles ici.

This dashboard provides you with an overview of your buildings. It has been creatéehgalate for all
users. Some of its features include:
T ab2GSas¢y | LXIFOS 2y 6KAOK (2 o
f daé aSaal3aSasy {K2ga Fff GKS Y
regardingpayment or verification.
 aLyidSNI Oldwddl tha gedgéaphic fodétion of all buildings in your accquombvided
the location has been specified for each building.

g2dzNB St T

wmw 2
S
o

f a.dAf RAYy3 ¢ellJSaé¢y ¢KAA OKFNI LINRPGPGARSA | adzyyl

been entered in your account.

T G@NISNIe {dGrddzEéey ¢KAa OKEFNI LINREGARSE | adzyyYl

account. Through this table you can track which ones are overdue for payment, which ones are in
the process of being verified, which ones are certified, etc.
1 aa& {dzNBSeaé¢yY tNROARSAE I RANBOG Ayl G2 | ff
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1.34. ! YRSNEGlI yYRAY 3 &2dzNJ 6dzAf RAY3IQ &adl Gdza

. 2 dzNJ 0 stakub iR Visifla ifhany places, on your dashboard. ltisalsa & fiG SNJ OF G SI2NE A Y

t NELISNIASaeg tArado

Properties

&) Add property @Exp:-’[ to Excel ﬁ_oad:‘Save report &2 Clear filter

Search. ¥ | 0| Add filter criteria (= Results per page (»)  Select columns (=
[] Building Name 1D Street Address Town or city Gross Floor Ar...  Asset type Status
[O] 05.Property D - Test (Regina) 35245776 Property D Winnipeg 695,241 Cffice New
[E] 06. Test Office Building 41684612 555 Street St Calgary 100,000 Office Mot certified / Non
certifie
[ 07.Test BOMA building (Ottawa) 42801386 L Health Care

Below is a description of what each status means:

 NewY 2dzNJ 0dzAf RAYy3 Kl & 2dzal BSiSefBUOINE I G SRDAYRUA Y

5

your registrationfor a BOMABESBustainable Buildings Certification
1 Pending Single Building stream oniyhe local BOMA Associatidras acknowledged your

odzAf RAy3aQa NBIAAGNIGA2Y YR Aada NBGASgAYy3I GKS
1 Payment due Single Building stream onlyhe Local BOMA Association has sent you an invoice

F2NJ 82dzNJ odzZAf RAYy3Qa NBIAAGNI A2y d | 2dz KIF FS cn

in this time, you will no longer be able to make changes to your online questionnaire.

1 Payment overdueSihgle Building stream onlirhe Local BOMA Association has not yet received
your payment. Yoganno longermake changes to the online questionnaire.

9 Full accessSingle Building stream onlgayment has been accepted. Your building has full access
to the questionnaire. It is now possible to request verification.

1 Ongoing Portfolio Building stream only. Your building has full access to the questionnaire.

' Verification requested Single Buildig streamonly, 2 dz K| @S RefuasOveditatiod ¥ &
The Local BOMA Association has been automatically notified.

1 Awaiting verification Both streams. Your verification is being scheduled.

| Certifiedt Both streams, 2 dzNJ 0 dzA f RA y 3 Qccessfuf Nik Buldidd isinb\@ oértifiéd a4 & dz

for three (3) years. You will continue to have access to the online questionnaire during this time.

f Not certified: Both streams, 2 dzNJ 6 dzA ft RAy 3Qa GSNATFTAOFIGA2Y 41 &
éRegister Building résdart the process. You will not lose the answers saved in your
guestionnaire.

9 Certified (24 mos) Single Building stream onlyour building has been certified for over two
years and i42 months away from expiry. You will receive an automatic natiie to this effect.

2dz Oy 0S3AYy (GKS NBOSNIATAOIRERREMILINBERS &4 |

5
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1 Certified (.82 mos). Single Building stream onlyour building has been certified for nearly three
years and ig monthsaway from expiryYou will receive an automatic natification to this effect.
,2dz Oy 0S3Ay (GKS NBOSNIATAOIRERREMICLINBERS a2 a 4 |
1 Expired:Both streams, 2 dzNJ 6 dzA f RAy3Qa OSNIAFAOFGAZ2Y Aad SELJ
anychanges to your online questionnaire. If you wish to recertify your building, simply click on
oRenew certificatiod &
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2. Defining asinglebuilding in BOMABEST

The BOMMAESBustainable Buildinggrogram is dedicated to assisting facility managers and operators
AYLINRE @S GKSANI 0dzh f RA Yy ITbdo tiisybdilling® nfust Be/assedsed indviiiFaByNIY | y O
Each building must complete its own assessment questionnaire and will receive iscorerand

certificate.

Abuildingis usually freestanding. A freestanding building is one that is not connected to other buildings
except only superficially (e.g. a walkway). It may or may not be part of a larger campus of buildings and
may share a comon mechanical system with other buildings. Each-B&ading building must complete

its ownBOMABES Bustainable Buildingguestionnaire and will receive its own certification.

Abuildingcan also include multiple structures. In certain cases, mulbipiilings can be considered a
singlebuildingand complete a singBOMABES Bustainable Buildingsssessment for these structures.

2.1. When can multiple buildings be considered a single
building?

Formultiple buildings (or structures) to be consideredragte building and complete only o BOMA
BESTBustainable Buildingguestionnaire, the following three requirements must be met:

1. The buildings must share an actual, physical connection that is complete and indivisible (i.e. a
shared functional space thaannot be divided such as underground parking, an atrium, or
conference space). Hallways or interior walking paths between buildirggsot considered
functional, shared space, even if they are lighted and/or healduls requirement is consistent
withthS 9y SNH& {GFNJt2NLIF2tA2 alylFr3aSN)Io9{tav RSTFA

2. Buildings must hAave the same primary use type (750/9 or more of each building is dedicated to the
alyYyS dzaSf adzOK a a2FFAOSE0P
3. Buildings must be managed by the same management company and share policies.
Aspects that are not taken into consideration in the definition of a sibgikling:
1 Age of construction of each structure in the building.
91 Whether utilities are shared.
1 Whetherconsumption is sulnetered.
1  Whether HVAC equipment or other technologies are shared.

Buildings composed of multiple structures that meet the requirement for a smgldingmay be
assessed using a sin®MABESBustainable Buildingguestionnaireor may submit multipleBOMA
BESBustainable Buildingguestionnaires to capture the specificities of each structure (e.g. building
tower). This decision is left to the applicant. Contact BOMA Canada if you are unsure about how to
proceed.

In the case wherenultiple structures fit the definition of a single buildingBOMABESBustainable
Buildingsand the applicant wishes to continue using a single questionnaire, the applicant must assess all
areas in that building to obtain a certification. For examiléhe case where four towers sit atop a

shared podium, the applicant must include all four towers as part of the single assessment/questionnaire.
The applicant cannot choose to only include part of the structure (e.g. two out of the four towers). If the
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applicant only wants to assess a part of the building (e.g. two out of the four towers), he/she must use
separate questionnaires for each tower.

2.2. Benchmarking energy and water BOMABES buildings

Depending on how HVAC or utilities are organized, @iffeapproaches must be followed to determine
the Energy Star Score (ESS), Energy Use Intensity (EUI) or Water Use Intensity (WUI) associated with a
given BOMA BEST assessment.

In free-standing buildings

Separate meters If the building has its own utilits and can account for consumption specific to it,
connect the building with an ESPM account and report the ESS, EUI and WUI calculated by ESPM in the
survey.

Shared meterslf the freestanding building shares utilities with another building (but togettiney do

not meet the definition for a singlbuildingin BOMABESY, connectone of thebuilding with an ESPM

account that represents the shared consumption. Do not enter estimates. ReparbthmonESS, EUI

and WUI associated with the shared consumptimthe questionnaires for each building (same values in

each questionnaireSince an ESPM account cannot be associated to more than one BOMA BEST account,
AAYLIX @ fAY]l ™M o0dAfRAY3I gA0GK 9{ta FIyR akK?zfierfat Kl i 0 dz
the other buildings.

1 E.g. Building A and Building B share utilities and are netreibred. They do not meet the
criteria for a singléuilding Both must complete their own BOMA BEST questionniiink.the
account for Building A with the ESPM account that represents the shared consumption for
Building A and B. Enter the ESS, EUI and WUI value that is generated in BOMA BEST in the
appropriate fields in questionnaires for both buildings (A and B)nDuhe verification, explain
to the verifier that the values generated for Building A also represent the consumption for
Building B.

Shared HVAd( the freestanding building shares HVAC equipment and systems with another building
(but together they danot meet the definition for a singleuildingin BOMABESY, questions about this
equipment should be answered as though thegre inthe building itself. This means that many
buildings might report on the same equipmenthis is acceptable and necess#myunderstand the
efficiency of the equipment serving an individual building.

In buildings composed of multiplstructures using only one BOMBESTjuestionnaire

There is no sulimetering of the structuresif there is no submetering of the structures witin the
building, follow these steps:

1. Create an account in ESPM for the totality of the space, entering the total area and associated
consumption for all structures in the building.

2. Connect this account with the BOMBESBssessment.
3. Enter the values for&S, EUI and WUI in the appropriate place in the BOMA BEST survey.

Each structure is sulmetered: Even if each (or some) structure is sabtered, only one value for EUI,
WUI and ESS can be entered in the single BBERfuestionnaire. This value cannio¢ estimated. It
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must be generated by the ESPM system. Follow the steps listed above, as though there was no sub
metering in the building.

If individual accounts exist for each structure in ESPM already, and if the EUI, WUI or ESS specific to each
building is known, you will be invited to enter this extra detail in the BABES Tjuestionnaire. No
additional points are awarded.

Shared HVAQ( the structures within the building share HVAC equipment, report these in the BOMA
BEST survey as required.

Separate HVAC or efficient technologidfthe technologies and/or HVAC are not identical in each
structure of the building, report the average in the questionnaire.

1 E.g., calculate the how many LEDs are present, on average, in the common areasuataiest
This will be the number reported in the survey and must represent the entire building (all
structures).

A note regarding consistency with ESPM:

As much as possible, BOMESTEtrives to replicate the requirements from ESPM to avoid confusion.
Ore area where policies do not matchrégardingusing a common ESS, EUI or WUI for multiple buildings
that do not submeter yet are not considered a single structure. BORES Rllows users to calculate the
ESS, EUI and WUI based on the shared data arygl thigovalue to both buildings. ESPM does not allow
this.
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3. Gross Floor Areto assess BOMA BE&des

3.1. Spaces to include and exclude

BOMA BEST collects two types of floor area informafibrone to calculate fees, the oth€2)to
calculate energy and water performance.

This section specificalyddresses the areas that must be included or excluded for the purposes of
calculatingBOMA BEST Application Fees. It is consistent BOMA BEST Sustainable BoigargsPBlicy
1 ¢ Apgication Feegavailable on the websi)e

For information on the Gross Floor Area required to calculate energy and water performance, see Section
7 of this Guide.

There are nany different terms used to represent the floor area that encompasses the entire building:

gross floor area, gross measured area, internal gross area, etc. For the sake of simplicityg B&IMA

always use the term Gross Floor Area (GFA) when refdaitige spaces that must be included in the
BOMABESRssessment.

¢tKS DC! dzaSR G2 OFfOdAIIGS F¥SSa Ydzad 0S SYyiSNBR 2y
here:

Create property

Summary
Mame:
Location: n
Country: e
Property type: s

Your building reference code:

Management company: |n/a o
* Questionnaire type:: | N/A 7
Building height: |-- please choose-- |¥| asof (9
Gross Floor Area (BO.MA E_SEST Enter number... | Square Feet v | lasof 9
Certification):
Building Owner (legal/beneficial): as of [
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TheGFAused for calculatinfeesmustinclude the following spase(consistentvith BOMA BEST
Program Policy & Application Fees):

Lobbies

Tenant Areas

Common Areas

Meeting Rooms

Break Rooms

Atriums (ground floor only)

Restrooms

Elevator Shafts

Stairwells

Mechanical Equipment Areas

Basements

Storage Rooms

Parking Areg Undergroundor closed indoor parking serviced by mechanical ventilation must
be included in the gross floor area of the building.

€€

gegegegeeeeeeeec

Areas that thaimust notbe included in the floor area:

Exterior spaces

Balconies

Patios

Exterior Loading Docks

Driveways

Covered Walkwgs

Outdoor Courts (Tennis, Basketball, etc.)

The interstitial plenum space between floors (which house pipes and ventilation)
Crawl Spaces

Parking Areg Outdoor or operair parkades must be excluded from the gross floor area of the
building.

=4 =4 =4 = =4 -8 a8 -8 f

3.2. Compatiblemeasurement standards

Review the following compatibility notes regarding BOMA Measurement Standards. This ensures all
buildings are using the same standard and can be appropriately compared.

The following BOMA Measurement Standards are acceptabl@ffare and Universalbuildings:

T .ha! wmdppc hFFAOS { (l yREkTHR méasuNehtingludas3najérdzZNS R ! NB
vertical penetrations (i.e. "virtudloors"). These must be excluded from the valdered in
BOMABEST

f . ha! wnanwmn h¥TTASOS 2{NJ | D/NFIRisERedsiNEeyi(ncludes thedoor
parking areas.

f .ha! wnnd DNR&A ! NBI { {lkVhit méaBurehengnelliidSsNifed®dd) D NP & &
parking areas.
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The following BOMA Measurement Standards are acceptablerfolosed Stpping Centresand Open
Air Retailbuildings:

T .ha! wnmn wSaGlFAf { {} yRThiNReasue@datinSlndasaimtibod NB & & ! NB
parking areas.

f .ha! uwnnd DNRaa ! NBI { {lkVhRméaBurementiricliidésNifeddddJ D NR & &
parking area.

The following BOMA Measurement Standards are acceptabledbt Industrialbuildings:

f .ha! HnanI Hand 2NJ HAMH LYRdAGNAI fcTHsi I Yy RI NR 06 a
measurement includes thadoor parking areas.

f BOMA 2009 Gross Area Standa¥dy( E (i S N&A 2 NJ¢ DhisEndaduremeéniSricladés thedoor
parking areas.

The following BOMA Measurement Standards are acceptabddii -Unit Residential Buildings:

f BOMA2010Mulff YAl wSaAARSYGAIFf {{dFyRINRchiaSGiK2R .0 06
measurement includes thimdoor parking areas.

f .ha! uwnnd DNRaa ! NBI { {lkVhRméaBuremenGiricliidésNifedddiJ D NR & &
parking areas.

The following BOMA Measurement Standards are acceptablddalth Carebuildings:
 BOMA 1996 Office i Y RIF NR 6 aDNRaa aShkadaNER ! NBI €0
f .ha! uwunmn hF¥FFAOS { il yRThNReasueme/tinSi@s2imiboD NP a4 ! NB
parking areas.
f .ha! uwnnd DNRaa ! NBI { {lkVhRméaBuremenGiricliidésNifedddiJ D NR & &
parking areas.
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4. BESPractices

4.1. Introduction
BEST Practices represent minimum threshold requirements for certification. All buildings must achieve
the BEST Practices appropriate to their asset ¢taashieve any level of certification.

All applicants using the new online @l are required to upload documentation to support the BEST
Practices prior to requesting verification

Consultsection 5.2for BEST Practices foffice, Enclosed Shopping Centre, Light Industrial, Open Air
Retail, and Universal buildings.

Consultsection 5.3for BEST Practices for Mulnit Residential Buildings and Health Care buildings.
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4.2. BEST Practices for Office, Enclosed Shopping Centre, Light
Industrial, Open Air Retail, Universal

BEST Practice 1: Preventative Maintenance Program
Applicable toOffice, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is a Preventative Maintenance Program in place at the building?

Explana_ltion & Description:Preventative maintenance recognizes that certain systems and the
Evaluation components require scheduled periodic maintenance, as well as overhauling o
replacement after a certain age, at certain intervals, or due to specific causes.

Preventative MaintenancBrogram is a systematic approach that outlines what

SljdzA LIYSYy i dzy RSNJ GKS f I yRf2NRQa O2yi
that must be taken and how frequently this must occur.

RequirementsThe Preventative Maintenance Program must outline when
preventative and corrective maintenance is required to be performed on the
0dzAf RAYy3IQa SIdALISY(id 5SY2YyAGNT GA2Y,
must have been updated in the last five (5) years.

Additional Information: Preventative maintenance wolves inspecting and testing

units for operation and faults. Corrective maintenance involves repairing a unit
bring it back to operability at its most efficient capability.

REQUIREMENT DETAILS: Preventative Maintenance Program
This question is a BEBTactice and is required for all levels of certification, for all building types.

It is necessary to undertake preventative maintenate® I Ay G F Ay 2LIGAYFE LISNF2NXI| Y
mechanical, electrical, and ventilation systems and their compondihis building systems require

periodic maintenance throughout their life cycle in addition to the need for overhauling, modernization,

or replacement, at certain age or intervals, or due to specific issues or causes. These must be outlined
specifically ira Preventative Maintenance Program.

The Preventive Maintenance Program must include the methodology and record for all actions that are
ySOSaalNE G2 YFAYUlIAYy GKS 2LWAYFE FdzyOlAzyAy3a 27
required maintenanc@rocedures will be unique to each property and the systems within these facilities.

The Preventative Maintenance Program must contain the following:

1. Aninventory of which system or component must be reviewed and the type of action that is
required (e.g.by room or by equipment type);

2. Guidelines on how frequently these actions must be taken (e.g., monthly, quarterly, yearly, etc.).
These guidelines should be based on standards such as manufacturer specifications, code
requirements and industry best pracsis;

3. Documentation that these actions have been taken (e.g., via signature and date);

4. Confirmation that followup action has been taken when warranted; and
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5. Record updates as new equipment is added or removed.

In addition to manual recording of this informah many buildings may have online tracking software
that outlines and tracks the Maintenance Program. These are acceptahéesoftware can monitor and
track items 15 listed above.

The program can be common to a portfolio or campus of buildings hemimplementation must be
buildingspecific.

The following is an example of a Preventative Maintenance Program. The items listed below constitute a
sample only.

Date

System  Component Action Taken Completed Signhature Comments
Annually
Clear obstructions, bird
outdoor Air droppings, standing water,

HVAC proximity to cooling towers,
Intakes

trash compactors, exhausts anf

other pollutant sources.

Minimum outdoor air damper
setting.

HVAC | VAV Box Minimum VAV box settings.

HVAC Ventilation

HVAC Ventilation Duct and terminal coil

cleanliness.
.DUCt . Check for cleanliness, adhesiol
HVAC insulation .
) and coating.
liner
HVAC Cooling Water treatment functioning as
towers intended.

FIRE Fire Systems | Open fire dampers.

Calibration of sensors

HVAC/ Mea_surement (temperature, humidity,
Devices and
ELEC pressure, occupancy, photocell
Sensors
etc.).
Controls -
ELEC. | (digital, Ensure the proper functioning ¢
. all controls systems.
pneumatic)

Semiannually

Building Floor and equipment drain trap
HVAC )

Equipment ¢ properly sealed.
HVAC HVAC Air quality measurements in
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Date

System  Component Action Taken Completed Signature  Comments

select occupied areas of the

building.
Quarterly
Controls )
ELEC | (digital, Operation of outdoor damper
: actuators.
pneumatic)

Ensure alemergency lighting is

ELEC | Lighting functioning properly.

Monthly

HVAC | Ventilation Air filter loading.

ELEC. | Lighting Change lamps as required.
ELEC. | Generator Generator testing.

Additional referencesASHRAE 62H. n mThe Standards for Ventilation and Indoor Air Quality
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BEST Practice 2: Energy Assessment
Applicable to Office, Enclosed Shopping Centre, Light Indust@glen Air Retail, and Universal

Has an ASHRAE Level 1 Energy Assessment been conducted in the last five (5) years?

Explanation & Description:An ASHRAE Level 1 assessment refers to a simple audit of the
Evaluation 0dzA ft RAy3Qa O2y T A 3 dNifoduses gn the yaéntifiGatios ofFh
potential for energy efficiency improvements.
Requirements/An ASHRAE Level 1 Energy Assessment must have been con
on the building in the last five (5) years.

The Energy Assessment report must contain tiewing elements:

1 Analysis of energy consumption through monthly utility bill review and
benchmarking. For benchmarking purposes utility bills must cover a
minimum of 12 months of continuous data. If major renovations or
retrofits to the building systemkave occurred, use data after the time @
major renovation, if possible. Major renovations include upgrades to
mechanical systems, upgrades to building envelope systems and eleq
system upgrades including procurement of new lighting for more than
50%0fi KS o6dzA ft RAy3IQa fAIKGAYy3I FAED

9 List majorenergyconsuming equipment.

9 Prioritized list of proposetbw-cost and no cost energy conserving
measures (EC8#) to enable greater energy efficiency.

1 Provision of estimates of financial savings the building owner will reali
as a result of investing in ECMs. At a minimum, savings and cost estif
should be based on a generalized understanding of the systems.

Data used for this assessment must reprassomplete building data for all
building spaces and uses.

Additional Information: The BOMAAccepted Equivalent is available for building
GKSNBE 17p: 2N Y2NB 2F GKS o0dzAft RAY3Q
the building has been occupiedrftewer than two (2) years.

REQUIREMENT DETAILS: ENERGY ASSESSMENT
This question is a BEST Practice and is required for all levels of certification, for all building types.
In order to meet this BEST Practice, the Energy Assessment must include thimdpitdarmation:

1. Owner/manager information;
2. Building name and address;
3. Building description;
4. Energy use analysis must include:
1 Utility billing analysis including cost and consumption history compiled from utility bills.

1 Energy intensity benchmarking observations including a calculation of annual energy use
divided by building areéo obtain building performance indices such as MJ/m2/yr or
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kWh/ft2/yr for each energy source). Specify which floor area is being used (esg. ftgor
area, net floor area, gross leasable gret.) to improve the validity of comparison.

1 The utility bills must cover a minimum of 12 months of continuous data.

Summary of major equipment and type of lighting systems in the building;

Recommendd Energy Conservation Measures

9 List of identified retrofit and operation and maintenance energy conservation measures.
1 Explore submeter opportunities for large energysing tenants.

Basic estimates of financial savings the building owner will readicause ofinvesting in ECMs
and

Date of the assessment and signature of the person responsible for conducting the work:

1 The Energy Assessment must have been conducted within the last five (5) years from the
date of verification.

Important Notes

The Energy 8a4SaavYSyid YIeé 082028t SEORy IO faAFil FF
consultant (e.g. professional engineer or other knowledgeable energy consultant).

No major renovations to be performed after the date of the energy assessment. Major
renovationsinclude upgrades to mechanical systems, upgrades to building envelope systems and

electric system upgrades including procurement of new lighting for more than 50% of the
o0dzAf RAy3dQa fAIKGAY3I FAEGANBAE D

BOMAAccepted Equivalent AEnergy Study Report

Buildirgs that have been occupied for less than two (2) years may utilize an energy study report that was
prepared during the design of the building in lieu of a pumistruction energy audit report. This report

must have shown simulated energy consumption fiffiedent design scenarios, and identify which

options were chosen for the actual construction. Applicants must be able to demonstrate that these
energyreduction features were incorporated into the building.

BOMAAccepted Equivalent BEnergyCommunications Plan

2 KSNBE T1p>» 2N Y2NB 2F (GKS o0dAfRAY3IQa SySNHE& Aa LldzN
retail buildings) applicants may prepare an Energy Communication Plan in éislEoergy Assessment.
Evidence of implementation iequired to meet this BEST Practice.

This communication plan must document means of encouraging energy conservation initiatives by
occupants. For example, the communication plan may include the following offerings by the landlord/
management company:

Encairagements to share energy consumption information with landlord.
Providing walk through energy audit or assessment services.

Energy conservation seminars for tenants / occupants.

=a =4 —a —a 9
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Evidence of implementation may include the following:
1 Agendas and notes from tenabtilding management meetings.
1 Copies of marketing materials used to promote energy conservation within the building.
1 Copies of communication to tenants/occupants regarding energy conservation.
1 Copies of energy assessments or audits performed in tenant spaces.
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BEST Practice 3: Energy Management Plan
Applicable to Office, Enclosed Shopping Centre, Light IndustriagrOdir Retail, and Universal

Is an Energy Management Plan in place at the building?

Explanation & | This question is a BEST Practice and is required for all levels of certification.
Evaluation Description:Energy management is the continuous process of managing behavig
2NBIFYAlL FaA2ylFt FYyR UGSOKYAOIf OKIy3S
RequirementsThe Energy Management Plan must have been reviewed and upd
in the last three (3) year

Create a plan that identifies Energy Conservation Measures (ECM) for the buildi
(such as those provided in the Energy Audit, as available). For each initiative, ids
the following:

1  Whether a particular ECM will be pursued or not;

9 The person rgsonsible for the implementation of the ECM;
1 The budget associated with the ECM; and

1 A timeline for completion.

If a particular measure will not be followap for the building, indicate why this is
the case.

Although demonstration of implementation geferable, it is not necessary. The pl
can be common to a portfolio or campus of buildings however buidpegific
information is required.

Additional Information: In the case of Recertification, building managers are
expected to demonstrate which®s listed in the previous Reduction Managemert
Plan have been implemented since certification.

The BOMAAccepted Equivalent is available for buildings that have been occupie
fewer than two (2) years.

REQUIREMENT DETAILS: Energy Management Plan
This question is a BEST Practice and is required for all levels of certification, for all building types.

Energy management is the continuous process of managing behavioural, organizational and technical
OKFy3S (2 AYLNRGS e2dzNJagkdBI yAT A2y Qa SySNH& LISNF

The Energy Management Plan must identify and document buikjiegific measures to improve energy
efficiency and reduce demand. These measures should be based on a clearly identified performance
target (using quantifiable performance indicatorskgntified through the energy audit or the operational
staff.

The Energy Management Plan must have been reviewed and updated in the past three (3) years.

All actions must be evaluated for their technical feasibility and expected results (estimated energy
savings and préeasibility study) as well as financial feasibility (through an economic cost/benefit analysis
such as simple payback or ROIl). These actions mush be integrated into a timeline.
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A documented plan for implementing energy conservation stria®d illustrated in the table below as
an example of minimum requirements. A more detailed table is strongly encouraged, especially one
which allows for continuous energy tracking.

Energy Management Plag Sample Form

No. | Proposed Measure | Budget | When Expected Return | Responsible Person(s)

1 Day time cleaning | $--.00 | 2017 4 years Jean Paul Kim

2 Recommissioning | $--.00 | 2018 18 months Alexa Moreno
feasibility study

Natural Resources Canada provides a comprehensive roadmap for developing and implementing an
Energy Management Plan titldehergy Management Best Praets Guide; For Commercial and
Institutional Buildings

These practices are clearly stated as minimal best practices according 201ieASHRAE Handbook

HVAC applicationghapter 36; chapter 41). If the energy reduction plan is done through an ESCO project,
energy savings should be measured according to EVO Standards (Efficiency Valuation Organization) and
ASHRAE guideline-2002 Measurement of energy and demand savings.

BOMAAccepted Equivalent: Energy Commissioning Plan

Buildings that have been occupied fewerthan two (2) years can meet this BEST Practice by

demonstrating that an Energy Commissioning Plan has been put into place. The intent of this BOMA
accepted § dzA @I £t Sy i A& G2 SyadaNB (KFIG GKS o6dzAft RAyaQa Yl
optimized/finetuned for specific seasonal requirements, occupancy variability, etc.

The Energy Commissioning Plan must clearly demonstrate that the following actions leave be
considered and implemented in the previous 12 mongtes per2011 ASHRAE Handbook HVAC
applicationg(chapter 36; chapter 41):

1. An energy measurement or assessment plan for major operating systems and equipment AND an
energy bill evaluation and follow ygan;

2. If a deficiency report has been generated (from the construction proceggydingbuilding
systems, plans to address these deficiencies must be included in the Energy Commissioning
Report;

3. A person identified as responsible for the building eygrgrformance;

4. Training for operations staff on performing the above.

Important Notes:

AA roA =

. ¢CKS 9ySNHE /2YYA&aaAzyAy3a ttly YKBdzaS¢é ORBBUNBRAPR
staff or by ahird-party consultant (e.g. professional engineer or other knowledgeable energy
consultant).
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iv.

V.
Vi,

Vii.

The energy measurement or assessment plan for major systems and equipment must include all
operating systems and equipment that represent the greatest proportionate usaary in the
building (e.g. heating system; cooling system, etc.).

It is not always possible to assess the operations of major operating systems and equipment
through the ongoing review of energy bills. Other methods of assessment include: tenant
satisfaction surveys, control sequence reviews, etc.

The Energy Commissioning Plan must specifically identify the individuals responsible for the
energy measurement of major operating systems and equipment, as well as those individuals
responsible for reviewingreergy billings.

One person must be identified as being responsible for the overall energy commissioning plan.
Although demonstration of implementation is preferable, it is not necessary.

The plan can be common to a portfolio or campus of buildings howmviting specific
information is required.
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BEST Practice 4: Energy Reduction Target
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is an energy reduction target in place at the building?

Explanation & | Description:Clear, longerm outcomeoriented targets can help shape
Evaluation expectations and create the conditions in which all actors have the confidence
develop solutions to common problems. By establishing targets and indicators
progress can bassessedand appropriate actions taken.

Requirements:An energy reduction target must be identified along with a
timeframe for completion.

Targets must be put into writing, signed by senior management and reviewed
annually, as well as be integrated inttee Energy Management Plan.

Additional Information: The energy reduction target can be established to
encompass either all utilities as a whole or divided into each type (electricity, g
2F dziAfAGe dzy RSNJ G KS LINBPLISNIie 26y SN
In the case oRecertification, building managers are expected to demonstrate W
targets have been reached since certification.

The BOMAAccepted Equivalent is available for buildings where 75% or more o
odzA f RAy3aQa SySNHe Aa LJzZNOKFaSR RANE

REQUIREENT DETAILS: Energy Reduction Target
This question is a BEST Practice and is required for all levels of certification, for all building types.

Applicants will not be evaluated on whether or not they have reached the stated targets; rather the
intent of this BEST Practice is to encourage building owners and managers to review available historical
consumption data while also taking into consideration planned upgrades or improvements in order to set
realistic targets.

Targetanust be written and signed bysior managementTargetsamust be reviewed annually and be
inserted into the Energy Management Plan.

Recertified buildings are expected to review previously set targets, demonstrate which ones were met, as
well as provide a brief explanatiorgardingtargets that were not met.

BOMAAccepted EquivalentEnergy Reduction Target Gap Analysis

2 KSNB T1p>» 2NJ Y2NB 2F (GKS o0dAf RAYIQa -tnyrboffilBe A & LJdzN.
industrial or retail buildingdpplicants may prepare an &mgy Reduction Target Gap Analysis.

An Energy Reduction Target Gap Analysis allows the building owner or manager to understand where
gaps exist in the available data. Once these gaps are filled, the building owner and manager will benefit
from a better unerstanding of exactly how much energy is consumed in the building, thereby allowing
for targets to be set.

This analysis must include information on the following:

1. Owner/manager information;
2. Building name and address;
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3. Building description;
4. Base buildingnnual energy usage summary; and
5. Tenant space analysis:

Summary of all tenant spaces.

Information on annual energy usage for all tenant spaces, where available.

Summary of tenant spaces where energy usage information is not available.
Documentationshowing whether the missing energy data is being, or has been, sought after
(i.e. Green Button Share my Data request sent etc.).

= =4 =4 =
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BEST Practice 5. Water Assessment
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, andrgaliv

Has a Water Assessment been conducted in the last five (5) years?

Explanation &
Evaluation

Description! ¢l G SNJ I daSaaySyid NBFSNAR (2 |
configuration and water systemg.fbcuses on the identification of potential wate
conserving measures.

RequirementsA water assessment must have been conducted on the building
the last five (5) years.

The water assessment report must contain the following elements:

1 Analysis of water consumption through monthly utility bill analysis and
benchmarking. For benchmarking purposes utility bills must cover a
minimum of 12 months of continuous data.

1 Assessment and list of current performance of watensuming

equipment.

9 Piroritized list of proposed water conserving measures (WCM's) to ena
greater water efficiency.

1 Provision of estimates of financial savings the building owner will realiz
a result of investing in WCMs and the simple payback period.

Additional Information: The BOMAAccepted Equivalent is available for buildir
where 75% or more of thé dzA f R A yidm@hased diréttNdoy tenants or if th
building has been occupied for fewer than two (2) years.

REQUIREMENT DETAILS: Water Assessment

This questions a BEST Practice and is required for all levels of certification, for all building types.

Tomeet this BEST Practice, the Water Assessment must include the following information:

1. Building Information

ook wN

Owner/manager information

Building name andddress

Buidingdescription

Date d water assessment

Water use analysis must include:
1 Water billing analysis including cost and consumption history compiled from utility bills.

1 Water intensity benchmarking observations including a calculation of anratel wse
divided by building areéo obtain a building performance index such a¥ma/yr).

Specify which floor area is being used (e.g. gross floor area, net floor area, gross leasable

area,etc.) to improve the validity of comparison.

9 The utilitybills must cover a minimum of 12 months of continuous data.

7. Water-using equipment inventory, such as:

1 Domestic water fixtures (faucets, toilets, urinals).
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I Water using appliances (dishwasher, washing machine etc.).

f Cooling equipment including cooling tovdes S |j dzA LYi KW daBKEOD 22 Ay 3

customized tenant cooling equipment.
9 Landscape irrigation equipment.
1 Water use for humidification equipment.

1 Water use from heating equipment (boiler blowdown, steam production and condensate
management).

1 Any speciated equipment (including production use and process loads).

8. Recommended Water Conservation Measures (WCMs):
9 List of identified retrofit and operation and maintenance water conservation measures.
1 Explore submeter opportunities for large watensingtenants.
9. Basic estimates of financial savings the building owner will reladizause ofnvesting in WCMs.
10. Date and signature of the person responsible for conducting the work:

1 The Water Assessment must have been conducted within the last five (5)fs@arthe
date of verification.

Important Notes:

. ¢KS 21 G4SN) !aasSaavySyid -K2éz DS O2OHIK SGISIR DRI F6GFA vz

consultant (e.g. a professional engineer or otkrowledgeablevater consultant).
i.  The Water Assessment report may berdined with the Energy Assessment report.

BOMAAccepted Equivalent A: Watewsing equipment inventory

Buildings that have been occupied for less than two (2) years OR have buildings with no water meter may
submit a Watetusing Equipment Report which che created with information contained in the

0dzZAf RAYy3Qa hLISNIGA2Y YR alAydSylFryOS alydza sz ! &
The Waterusing Equipment Report must include the following information:

1. Building Information;

2. Owner/manager information;

3. Building name and address;

4. Building description;

5. Waterusing Equipment Information: An inventory/survey of all water consuming equipment
on facility premises and their locations throughout the building, such as:

1 Domestic wate fixtures (faucets, toilets, urinals).
I Water using appliances (dishwasher, washing machine etc.).

T /22t Ay3 SldALYSYd AyOf dzRA VEKNIZE f QA Ay2H SN

customized tenant cooling equipment.
9 Landscape irrigation equipment.
1 Water usefor humidification equipment.

1 Water use from heating equipment (boiler blowdown, steam production and
condensate management).
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9 Any specialized equipment (including production use).
6. Baseline consumption of this equipment based on data from the building aattomsystem

and water sukme}ers OB based onAeguipmentherfprmance estimates informed byA ] o
YIydzFl O0dzNBENJ aLISOAFTAOLIGAZ2Ya t[{ Iy SauoAyYlLas
consumption, such as:

9 Sinks and faucets: aerator output multiplied by estimatiémonual use.

1 Toilets and urinals: flush output multiplied by estimation of annual use.

1 Showerhead: output of the showerhead multiplied by estimation of annual use.

1

Cooling towers: estimate makgp water required to compensate for losses due to
evaporation drift and splaskout, leaks and overflow, and bleed or blowdown.

1 Evaporation: Directly related to heat transfer and operational management. Assume
approximately 1.&PHcentrifugal) or 3. GPHabsorption) per ton of cooling
multiplied by the load peragtage.

9 Bleed/blowdown: Losses represent a alimear function of the concentration cycles
(purity of makeup water over the purity of the recirculating water). Higher cycles
mean fewer blowdowns are needed.

1 Drift and splaskout: Losses are not significafior wellFmaintained towers under
normal conditions. Assume approximately 0.@RHper ton of cooling or about
0.008% of recirculating water.

9 Leaks and overflows: These are difficult to measure or estimate and losses are not
significant in welmaintainedtowers. Visual inspection for leaks should be
performed.

9 Irrigation system: output of the sprinklers multiplied by operating hours.
7. Recommended Water Conservation Measures:

1 List of identified retrofit and operation and maintenance water conservation
measures.

Estimated costs, savings and payback period of measures.
Establish water reduction targets.
Explore feasibility of installing a base building meter if not present.

Explore submeter opportunities for the cooling tower makgp line and other major
water consuming equipment.

= =4 =4 =

8. Date and signature of the person responsible for conducting the work.

1 The Waterusing equipment inventory must have been conducted within the last five
(5) years from the date of verification.

BOMAAccepted Equivalent B: YWler Communications Plan

2 KSNBE 71> 2N Y2NB 2F (GKS o0dzAf RAy3IQa ¢ G§SNJ A& LizND
and Open Air Retail buildings), applicants may prepare a Water Communication Plan in lieu of a Water
Assessment report. Evidence ofglementation is required to meet this BEST Practice.
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This communication plan must document means of encouraging water conservation initiatives by

occupants. For example, the communication plan may include the following offerings by the landlord/
managemat company:

1 Providing walk through water audit or assessment services of tenant spaces.
1 5StAGSNE 2F dagl SN O2yaSNBI GA2y GALEAE 0NPBOKIINS
I Water conservation seminars for tenants/occupants.
1 hGKSNI O02YYdzy A Ol (A ioff i@ NIEEYS LRBEAGS NE S ¢ & Kdzi
Evidence of implementation may include the following:
1 Agendas and notes from tenantanagement team meetings.

1 Copies of marketing materials used to promote water conservation measures.
1 Copies of communication to tenants/occupants regardirager conservation tips/opportunities.
1 Copies of water use assessments or audits done in tenant spaces.
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BEST Practice 6: Water Management Plan
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is a WatetManagement Plan in place at the building?

Explanation & | Description:Water management is the continuous process of managing
Evaluation 0SKI GA2dzNI £ 2 2NEBFYATFGAZ2Y I FYR GSQ
performance.

RequirementsThe WateManagement Plan must have been reviewed and
updated in the last three (3) years. Create a plan that identifies Water Conservi
Measures (WCM) for the building (such as those provided in the Water Assess
as available). For each initiative, identifethera particular WCM will be pursued
the person responsible for its implementation, the associated budget and a timi
for completion. If a particular measure will not be followep for the building,
indicate why this is the case.

Although demongttion of implementation is preferable, it is not necessary. The|
plan can be common to a portfolio or campus of buildings however buikpegific
information is required.

Additional Information: In the case of Recertification, building managers are
expected to demonstrate which WCMs listed in the previous Water Managemer
Plan have been implemented since certification.

The BOMAAccepted Equivalent is available for buildings that have been occupi
for fewer than two (2) years.

REQUIREMENT DETAWSter Management Plan
This question is a BEST Practice and is required for all levels of certification, for all building types.

The Water Management Plan should identify and document buidpegific measures to improve water
efficiency and reduce demanThese measures should be based on a clearly identified performance
target (using quantifiable performance indicators), identified through the water assessment or the
operational staff.

TheWater Management Plan must have been reviewed and updated ip#st three (3) years.

All actions must be evaluated for their technical feasibility and expected results (estimated water savings
and prefeasibility study) as well as financial feasibility (through an economic cost/benefit analysis such
as simple paybaadr ROI). These actions mush be integrated into a timeline.

A documented plan for implementing water conservation strategies is illustrated in the table below as an
example of minimum requirements. A more detailed table is strongly encouraged, especeilhich
allows for continuous water tracking.
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Water Management Plamg Sample Form

No. | Proposed Measure Budget | When | Expected Return | Responsible Person(s)
1 Lowflow fixtures $--00 | 2017 | 4years Jean Paul Kim
2 Non-potable irrigation | $--00 | 2018 | 18 months Alexa Moreno

BOMAAccepted Equivalent: Water Commissioning Plan

Buildings that have been occupied for less than two (2) years can meet this BEST Practice by

demonstrating that a Water Commissioning Plan has been put into place. The intent of this BOMA

I OOSLIWESR SljdAa @kt Syd Aa (2 Syndedghifinent &é beingd KS 06 dzA f RAY
optimized/finetuned for specific seasonal requirements, occupancy variability, etc.

The Water Commissioning Plan must clearly demonstrate that the following actions have been
considered and implemented in the previous 12 months:

1. Awater measurement or assessment plan for major operating systems and equipment as well as
a water bill evaluation and follow up plan;

2. If a deficiency report has been generated (from the construction procegsydingbuilding
systems, plans taddresghese deficiencies must be included in the Water Commissioning
Report;

3. A person identified as responsible for the building water performance;

4. Training for operations staff on performing the above.

Important Notes:

LA =,

i.  The Water Commissioning Plan may be crBatel YR A YL SYKEFAAR:08 LISWI A ¥
staff or by ahird-party consultant (e.g. professiohangineer oanotherappropriateconsultant).

ii.  The water measurement or assessment plan for major systems and equipment must include all
operating systemand equipment that represent the greatest proportion of water consumption
in the building (e.g. district hot water, cooling towers, etc.)

iii. Itis not always possible to assess the operations of major operating systems and equipment
through the ongoing revig of water bills. Other methods of assessment include: tenant
satisfaction surveys, control sequence review, etc.

iv.  The Water Commissioning Plan must specifically identify the individuals responsible for the water
measurement of major operating systems argugment, as well as those individuals
responsible for water bill review.

v. One person must be identified as being responsible for the overall water commissioning plan.
vi.  Although demonstration of implementation is preferable, it is not necessary.

vii.  The plancan be common to a portfolio or campus of buildings however building specific
information is required.
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BEST Practice Thdoor Air Quality Monitoring Plan
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Isan Indoor Air Quality Monitoring Plan in place at the building?

Explanation| Description:Indoor Air Quality (IAQ) is achieved through the selection of appropria
& and achievable air quality goals, regular surveillance and testing to ve#{¢ HV
Evaluation | performance and hygiene, efficient and effective procedures for addressing occup
IAQ concerngand training for all property management and maintenance personne

RequirementsThe Air Quality Monitoring Plan must contain the following elementg

1 Determine and state the IAQ goals for the building including targets for air
quality parameters such as carbon dioxide, carbon monoxide, temperaturg
relative humidity, dust, volatile organic compounds and other known
contaminants of concern.

I Set a schedulor HVAC inspection and maintenance tasks to ensure good

hygiene (cleanliness, no standing water, etc.).

Identify HVAC systems that will impact the IAQ goals listed above.

Create a preventative maintenance schedule for these systems (may ove

with the Preventative Maintenance Program BEST Practice). Equipment &

systems should be checked at least annually.

1 Develop procedures for responding to occupant IAQ concernsidimg)
identifying key personnel and their responsibilities, contact information,
documentation, and followp plan (may overlap with Occupant Service
Request Program BEST Practice).

1 Identify training requirements for property management and building
maintenance staff relating to 1AQ.

1 Review the plan annually and update as necessary.

Where ventilation systems are owned and maintained by the tenants, the building
owner/manager must provide an Indoor Air Quality Monitoring Plan for their use.

E R

Although demostration of implementation is preferable, it is not necessary. The pl
can be common to a portfolio or campus of buildings however buidpegific
information is required.

Additional Information: The BOMAAccepted Equivalent is available for buildings

where ventilation systems are owned and maintained exclusively by the tenants. |
these cases, the building owner or manager must provide tenants with an Indoor /
Quiality Monitoring Plan for their use.

Refer to the USEPAEAM for more information on deloping anAQ Monitoring
Plan
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REQUIREMENT DETAILS: Air Quality Monitoring Plan
This question is a BEST Practice and is requiredlflewels of certification, for all building types.

The Air Quality Monitoring Plan is a guidance document that will inform future action. Implementation is
not required as a part of this BEST Practice. Rather, this BEST Practice is focused on intent.

Below are suggestions to inform the components of the IAQ Monitoring Plan.
Suggested performance goals for IAQ include the following for frequently occupied indoor spaces:

1 Carbon dioxide not exceeding 700 ppm above ambient (ASHRAE 62.1);
1 Carbon monoxide ot exceeding 9 ppm (ASHRAE 62.1);

1 Total volatile organic compound concentrations do not exceed 1000 Li@40 ppb) (Health
Canada);

1 PModoes not exceed 50 pgMASHRAE 62.1);

1 Temperature in the range of 2127 C, taking into account seasonal variancedative humidity
(ASHRAE 55);

1 Relative humidity in the range of D% (USEPABEAM) omore than20% (CSA);

1 HVAC system interiors are in good general condition, clean, free of standing water and debris,
and have no visible suspect mould growth.

If other local regulations exist for the above performance criteria, the most stringent will apply.

Regardinghe preventative maintenance schedule for HYAC systems and equipment that will impact IAQ,
include language regarding how environmental quality perfamce will be verified. At a minimum,

testing should be conducted over a typical work day, taking into account fluctuations in contaminant
levels that may occur. Testing should be conducted, at a minimum, in the morning and afternoon.

The US EPA provide$ree sampldndoor Air Quality audit checklist

BOMAAccepted Equivalent: Indoor Air Quality Monitoring Plan for Tenants

In the case where all ventilation systems and equipment are owned and operated exclusively by the
tenants, the building owner or manager must provide tenants with suggested guidelines on how to
prepare an Indoor Air Quality Monitoring Plan based on the requiramisted above. Although

ensuring adherence by the tenants to this plan is highly encouraged, it is not required to meet this BEST
Practice.

Important Notes:

i.  The person developing the Indoor Air Quality Monitoring Plan must be competent based on the
following criteria (aligned with the definition of various provincial Occupational Health and Safety
Acts):

1 Adequate qualificationg the person has a good working knowledge and understanding of
the legislation surrounding indoor environmental quality (i.@ining certificates or
educational background in hygiene, occupational health and safety, environmental
engineering, building science or similar);

BOMA BESSustainable Buildings0 Application GuideApril 2018) Page |43


https://www.epa.gov/indoor-air-quality-iaq/baseline-indoor-air-quality-audit-about-heating-ventilation-and-air

1 Suitable training; the person must have training that is appropriate to implementing an
indoor environmentatjuality monitoring program and which comply with provincial
minimum safety training requirements; and

1 Sufficient experience the person must have enough experience to safely perform the work
without supervision or with only a minimal degree of supervisio

i.  Although demonstration of implementation is preferable, it is not necessary.

iii.  The plan can be common to a portfolio or campus of buildings however building specific
information is required.
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BEST Practic& Occupant Service RequeBtogram
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is an Occupant Service Request Program in place?

Explanation & | Description:Service request for maintenance are used to identify issues pertail
Evaluation to the building. Having a formal process in place allows tracking of various Key
Performance Indicators such as critical equipment maintenance and critical
building maintenance.

Requrements:
Establish an Occupant Service Request Program for the building. The Prograr]
include the following components:

1 A mechanism to ensure that all service requests are reviewed and acte(
upon within £2 weeks, unless otherwise specified (e.gtjaai area or
critical equipment).

1 Information on the origins of the service request;

1 Information on the status of the service request (e.g. in progress, resolv
etc.); and

1 Information on the corrective action taken.

Documentation must be kept on fifer a minimum of three (3) months.
Demonstration of implementation is required. The program can be common to
portfolio or campus of buildings however implementation must be buikding
specific.

Additional Information: Service requests can be made by allding occupants,
including tenants, visitors and staff.

REQUIREMENT DETA&upant Service Request Program
This question is a BEST Practice and is required for all levels of certification, for all building types.

Building management must have in place a documented means for addressing occupant (tenant and
building staff) concerns regarding maintenance service requests. Visitors to the building may also log
service requests. Such service request logs can providerae of occupant dissatisfaction and its
causes. Trends in complaint rates over time may indicate occupant reactions to changes in building
operation.

The Occupant Service Request Program must have a mechanism in place for recording the following
information:
1 Incident log number;
Occupant name, company and department, location in building.
Date complaint was received;
Description of complaint;
Suggested cause;
Summary of problem;
Actions completed;

=A =4 =4 4 -4 4
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Date of occupant interview (if applicable);

Remedial action report;

Date of when occupant was advised about actions taken;
Additional details (as required).

T
1
1
T

Service requests must be reviewed and acted upon witkinaeeks, unless otherwise specified (e.g.,
critical area or critical equipment).

Documentation must be kept on file for a minimum of three (3) months. Demonstration of
implementation is required. The program can be common to a portfolio or campus of buildings however
implementation must be buildingpecific.
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BEST Practice Hazardouduilding Materials Management Program
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is a Hazardous Building Materials Management Program in place at the building?

Explanation & Description:The presence and condition of hazardous building materials mus
Evaluation identified and managed for the safety of building occupants.

RequirementsThe Hazardous Building Materials Management Program must
include:
91 Inventory of all building materials known or prgmed to contain asbestos,
lead, PCBs, silica and mercury (at a minimum);

9 Inspection of known/presumed asbestosntaining materials within the
past 12 months, where present;

1 Inspection of materials known/presumed to contain lead, mercury, PCB
other hazardous building materials or equipment within the last three (3
years, where present;

1 Corrective actions identified during the inspections completed;
1 Management protocols for unexpected disturbance of asbestos;

1 Preconstruction assessment of materialsta@quipment impacted by
renovation activities for the presence of hazardous building materials;

1 A proactive plan for the abatement of accessible asbestwgaining
materials (including in the areas above acoustic tiles) andd@@ining
equipment and bHasts;

1 Awareness training for building maintenance staff on asbestos safety; 4
1 Review and updating as changes occur to the location of hazardous
materials in the building, at a minimum every three (3) years.

As with any management program, one shoutilve for continuous
improvement. Review of the management program must occur as changes tc
responsibilities, personnel, plans, quantity or condition of the materials occur

Demonstration of implementation is required. The program can be common t
portfolio or campus of buildings however implementation must be building
specific.

REQUIREMENT DETAILS: Hazardous Building Materials Management Program
This question is a BEST Practice and is required for all levels of certification, for all building types.

To mitigate the risk of exposure to hazardous materials associated with building materials, equipment
and finishes, the building owner/manager musivélop a plan to periodically inspect the condition of

these materials, conduct safe repair, assess disturbance or complete removal of these materials, and to
adequately train personnel in contact with hazardous materials.

The Hazardous Building Materid&nagement Program must include:

1. Inventory of all building materials known or presumed to contain asbestos, lead, PCBs, silica and
mercury (at a minimum).
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The survey for hazardous building materials are performed typically room by room, or by area.sSample
may be required to confirm presence of hazardous building materials. All building owners or tenants
must verify sampling requirements with the province specific regulation governing sampling
methodology for hazardous building materials.

All building magrials should be presumed to contain asbestos and all paint should be presumed to
contain led until analysis is performed at an accredited laboratory (see Notes for the list of acceptable
accreditations). The presence of these substances must be idergifi@dto any renovation or

demolition.

Building materials containing asbestos must be identified. Local regulations prescribe the type of
materials to be sampled, the number of samples of each material to be analyzed and the minimum
guantity of asbestosilires by dry weight for the material to be considered asbesmstaining. A
comprehensive survey must have the following information at a minimum for BBEBWerification
purposes:

1 Type of hazardous materials present in the building;

9 Location of the haardous materials;

1 The extent of the hazardous material within the building;

1 The approximate quantity of hazardous material in each area.
ASTME2356mMn_ a{ GF yRIFEFNR t NI} OiGAOS &% SN2 A prhvMEGKigliacs & S
on completing an asbestos survey.

2. Inspection of known/presumed asbestosentaining materials within the past 12 months, where
present.

The condition or state of the asbestosentaining materials (e.g. poor, fair, goadyst be reviewed.

3. Inspection of materials known/presumed to contain lead, mercury, PCBs or other hazardous
building materials or equipment within the last three (3) years, where present

4. Corrective actions identified during the inspections completed.

Theprogram must include a list of recommended actions to meet province specific regulatory
requirements with respect to maintenance, inspection, training and abatement.

5. Management protocols for unexpected disturbance of asbestos.

6. Preconstruction assessmentifthe presence of hazardous building materials and equipment
that may be directly impacted by renovation activities.

7. A proactive plan for the abatement atcessible asbestamntaining materials (including in the
areas above acoustic tiles) and P€&Btaning equipment and ballasts.

Awarenessraining for building maintenance staff @sbestosafety.

9. Reviewing and updating as changes occuhélocationof hazardousnaterials in the building
everythree (3) years

Important Notes:

i. If the hazardous materials inventory was done at the time of acquisatiwhif no other
hazardous building materials were brought into the building, or foamd, if no changes in
building materials have been implemented since the original survey,dfermal statement to
this effect will be sufficient for verification purposes. The statement must clearly reference the
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previous hazardous materials survey and the policies that have been put in place to ensure that
no additional hazardous materials haveen brought into the building and that existing building
materials have not been replaced.

ii.  Buildings with multiple tenants must have a Hazardous Building Materials Survey that includes all
tenant spaces. Building owners are responsible for ensuringhieabuildingin its entiretyis
represented in the Hazardous Building Materials Survey.

iii.  The laboratory performing the sample testing should be accredited by one of the following
organizations: the Canadian Association for Laboratory Accreditation (GAd.National
Voluntary Laboratory Accreditation Program (NVLAP), the American Industrial Hygiene
Association (AIHA), or the Institut de recherche RoBaivé en santé et en sécurité du travail
(IRSST).

iv.  The person completing the hazardous building matstiaventory and inspection must be
competent based on the following criteria (aligned with the definition of various provincial
Occupational Health and Safety Acts):

1 Adequate qualificationg the person has good working knowledge and understanding of
the legislation surrounding hazardous materials (i.e. training certificates or educational
background in hygiene, occupational health and safety, environmental engineering,
building science or similar);

1 Suitable training; the person must have training thatappropriate to conducting
hazardous building materials inventories and which comply with provincial minimum
safety training requirements; and

1 Sufficient experience the person must have enough experience to safely perform the
work without supervision owith only a minimal degree of supervision.

v. Demonstration of implementation is required.

vi.  The program can be common to a portfolio or campus of buildings however implementation
must be buildingspecific.
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BEST Practice (8). Hazardous Chemical Produd#tanagement

Program
ApplicableONLYto Office, Enclosed Shopping Centre and Universal

Is a Hazardous Chemical Products Management Program in place at the building?

Explanation & | Description:ldentification and management of chemical productsige or storage
Evaluation at the building is essential to manage health hazards and safety risks, as well a
potential environmental impacts.

RequirementsThe Hazardous Chemical Products Management Program must
include:
9 Periodic inventory of huse, basebuildinghazardous chemical products (af
least annually, or as procurement is revised);
1 Storage of chemical products in accordance with product Safety Data
Sheets
i Safety Data Sheets available for all hazardous chemical products dated
within the past three (3) year

T Chemical products labeled in accordance with WHMIS/GHS/HAZCOM

9 Training of building maintenance staff (including safe handling and use
chemicals pertaining to their work, symbol recognition, safety data shee
first aid and spill response, storagedatisposal);

1 Review and updating of the Plan as products are changed and at least
annually.

Demonstration of implementation is required. The program can be common to 4
portfolio or campus of buildings however implementation must be buildipgcific.

REQUIREMENT DETAH&zardous Chemical Products Managemé&mnbgram

This question is a BEST Practice and is required for all levels of certification, for Office, Enclosed Shopping
Centres and Universal buildings. Thisasa BEST Practice requirement Eoght Industrial or Open Air
Retail buildings.

Internationally, a globally harmonized system for safety related to the use of hazardous chemical
products has been developed by the United Nations. Similar systems such as the Workplace Hazardous
MaterialsInformation System (WHMIS) in Canada and HAZCOM in the US are regulated approaches to
the management of hazardous chemical or-uskated products.

A userelated product is defined as anything that is brought into the building and can include a hazardous
chemical. A hazardous chemical is defined as a dangerous good which could be a solid, liquid, or gas that
can harm people, other living organisms, property, or the environment.

The Hazardous Chemical Products Management Program must contain the folbmmipgnents:

1. Periodic inventory of iuse, baséuilding hazardous chemical products.

Every building that uses hazardous chemicals ofrelsged products shall keep and maintain a record of
the chemicals or useslated products in the work place that ansed, handled, or stored in the building.
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Any Hazardous Chemicals or tRelated Products brought into or used in the building should be
included in this Inventory:

A Alist of chemicaler userelated productsrought into the building for use, handling@

storage.

The location where the chemical@) userelated productsare used, handled and stored.

Safety Data Sheets for each chemmaliserelated productused, handled and stored.

The approximate quantities of each chemioaliserelated productstored on site.

A live index of the chemicats userelated productdncluding the chemical name and page
reference for easy access to Safety Data Sheets and other relevant information related to each
chemical.

2. Storage of chemical products in accordamgth product Safety Data Sheets

To o Io o

Hazardous products should be stored in rooms with proper ventilation, controlled temperatures, drain
protection and adequate shelf space. Containers should be capped to avoid potential spills and fumes,
properly labelled ad kept in securely locked areas.

3. Safety Data Sheets available for all hazardous chemical products dated within the last three (3)
years.

A Safety Data Sheet), as required by this BEST Practice, is a document that contains information on the
potential hazads (health, fire, reactivity and environmental) and how to work safely with the chemical
product. It is an essential starting point for the development of a complete health and safety program. It
also contains information on the use, storage, handlingemergency procedures related to the hazards

of the material.

4. Chemical products labeled in accordance with WHMIS/GHS/HAZCOM

5. Training of building maintenance staff (including safe handling and use of chemicals pertaining to
their work, symbol recognitionadety data sheets, first aid and spisponse, storage and
disposal).

Relevant building maintenance staff must be traimedsafe handling and use of chemicals pertaining to
their work, symbol recognition, safety data sheets, first aid and spill respst@@ge and disposal.

6. Review and updating of the Program as products are changed and at least annually.

The Hazardous Chemicals Management Program should be modified as chemical products are
changed/added, and must be reviewed annually to make suredfetysdata sheets are dated within the
last three (3) years, individuals working with the products have received the appropriate training, and
products are appropriately labelled, etc.

Important Notes:

i. Demonstration of implementation is required. The pragr can be common to a portfolio or
campus of buildings however implementation must be buileipgcific.

ii. Tenants, as well as building owners, are required to have ao-giate Hazardous Chemical
or UseRelated Product Inventory. It is an industry best mgement practice for building
owners to keep an ufo-date record of all tenant Hazardous Chemical or-Bstated
Product Inventories.
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iii. There are no specific competency requirements for compiliri@zardous Chemicat Use
Related Product Inventorjpoweve the individual conducting the inventory must have good
working knowledge and understanding of the applicable regulatory requirements, including
at a minimum, WHMIS.
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BEST Practicedd{B) Tenant Hazardous Chemical Products

ManagementProgram
ApplicableONLYto Light Industrial and Open Air Retail

Is a Tenant Hazardous Chemicals Monitoring Program in place?

Explanation & | Description:Tenants, as well as building owners, are required to have ao-up

Evaluation date Hazardous Chemical or LRdated Product Inventory. Building owners mug
keep an upo-date record of all tenant Hazardous Chemical or-Betated
Product Inventories.

Requirements:At a minimum, the Tenant Hazardous Chemicals Monitoring
Program must address the following:

9 Periodic(at least annual) tenant inventory including location and
approximate quantities of hazardous chemicals in tenant areas. This
inventory can be conducted by the tenant or the property owner. In all
cases, the results of the inventory must be provided toliéding
owner/manager.

Provision of Safety Data Sheets on all hazardous chemicals in tenant
Periodic checks on the safe storage and use of the chemicals -oelased
products (at least annual).

= =4

REQUIREMENT DETAILshant Hazardous Chemicadéonitoring Program

This question is a BEST Practice and is required for all levels of certification, for Light Industrial or Open
Air Retail buildings only. Thisnist a BEST Practice requirement for Office, Enclosed Shopping Centres
and Universal buildiys.

Tenants, as well as building owners, are required to have an-diate Hazardous Chemical or Use
Related Product Inventory. It is an industry best management practice for building owners to keep an up
to-date record of all tenant Hazardous ChemmalseRelated Product Inventories.

A userelated product is defined as anything that is brought into the building and can include a hazardous
chemical. A hazardous chemical is defined as a dangerous good which could be a solid, liquid, or gas that
can ham people, other living organisms, property, or the environment.

At a minimum, the Tenant Hazardous Chemicals Monitoring Program must address the following:

1. Periodic (at least annual) tenant inventory including location and approximate quantities

There @e no specific competency requirements for compilingazardous Chemicat UseRelated

Product Inventonhowever, the individual conducting the inventory must have good working knowledge
and understanding of the applicable regulatory requirements, inolydt a minimum, thédazardous
Materials Information SystenWHMIS).

2. Provision of Safety Data Sheets

A Safety Data Sheet (SDS), as required by this BEST Practice, is a document that contains information on
the potential hazards (health, fire, reactivijpd environmental) and how to work safely with the
chemical product. It is an essential starting point for the development of a complete health and safety
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program. It also contains information on the use, storage, handling and emergency procedurestelated
the hazards of the material.

3. Periodic checks on the safe storage and use of the chemicals-oelased products

Hazardous products should be stored in rooms with proper ventilation, controlled temperatures, drain
protection and adequate shelf spad@ontainers should be capped to avoid possible spills and fumes,
properly labelled and kept in securely locked areas.
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BEST Practicel1Green Cleaning Program
Applicable to Office, Enclosed Shopping Centre, Light Industrial, OpeRé&t&il, and Universal

Is a Green Cleaning Program in place at the building?

Explanation & | Description:A Green Cleaning Program emphasizes the use of environmentall
Evaluation preferred products, maintenance of cleaning equipment and effective cleaning
practices.

RequirementsDevelop a Green Cleaning Program for the facility. It must inclu
the following componets:

9 Standard operating procedures (SOP) for cleaning activities.
1 Cleaning products certified by a third party.

1 Cleaning logs (describing the activities carried out, the times they were
carried out and by whom).

1 Training for building cleaning staff.
1 Annud review and updating.

Cleaning product must be certified by a thjpdrty (EcoLogo or Green Seal) to
reduce both occupant and building cleaning staff exposure.

Where custodial services are contracted, communicate custodial goals and gr¢
cleaning initidives to the contracted company. The contracted company must
provide the building owner/manager with detailed maintenance SOPs. Confirm
contracted company is meeting these objectives through detailed cleaning log
supplied by the contractor.

Demonstraton of implementation is required. The program can be common to
portfolio or campus of buildings however implementation must be buikding
specific.

Additional Information: The BOMAAccepted Equivalent is available for buildings
where cleaning is performeeclusively by individual tenants. In these cases, th
building owner or manager must provide tenants with a guidance document
regarding developing a Green Cleaning Program for the building.

REQUIREMENT DETAE&en Cleaning Program

This question is BEST Practice and is required for all levels of certification, and for all buildings types.

BOMAAccepted EquivalentGreen Cleaning Prografor Tenants

In the case whergvhere cleaning is performed exclusively by individual tenahts building owner or
manager must provide tenants with suggested guidelingék a guidance document regarding
developing a Green Cleaning Program for the building that meets the requirements listed above.
Although ensuring adherence by the tenants to this program is higtdgwaged, it is not required to
meet this BEST Practice.
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BEST Practice2{A) Source Separation Program
ApplicableONLYto Office, Enclosed Shopping Centre and Universal

Is a Source Separation Program in place at the building?

Explanation & | Description:A Source Separation Program facilitates the separation of waste at
Evaluation point of generation for recycling angaste destined fodisposal.

RequirementsThe source separation program must, at a minimum, include the

collection of pape metal cans, glass, plastic containers and cardboard unless th
is no regional collection service for a specific material category (demonstrate thg
this is the casednd the separate collection of waste destined dssposal.

The source separation @gram mustconsistof the following components:

1 Facilities that are adequately sized for the collection, handling and storg
of sourceseparated wastes. The collection and storage of the various
materials destined for recycling may be-mingled based othe
requirements of the local markets as long as they are always kept sepa
from waste destined for disposal and as long as the separation is done
Materials Recycling Facility and not at a transfer station.

1 The provision of information and guidaato users (e.g., signs), potential
users and custodial staff describing the expectations of the program an
encouraging effective source separation of waste to minimize
contamination and to ensure full use of the program.

1 Measures to ensure that the sowseparated collected wastes are
removed by a licensed service provider and taken to destination sites
designed for the proper processing and/or disposal of each material
category (reports from the service provider should transparently
demonstrate this).

1 Reasonable efforts are made to ensure that the separated waste is reug
or recycled.

Demonstration of implementation is required. The program can be common to 4
portfolio or campus of buildings however implementation must be buildipgcific.

Additional Information: The contamination of recyclable material does not disqug
this requirement, though continued contamination should be addressed in the
Waste Reduction Work Plan.

Off-site sorting such as at a transfer station from a single common receptaete d
not qualify as sourcseparation in the context of the BOMBES Bpplication.

Buildings that have achieved a certification through the 3RCertified program car
FyagSNI a, Saé¢ | yR &K 2\erifier. RECerNiledd & dediificafion
program for buildings in the Industrial, Commercial and Instituti¢ia&!) sectors
that reviews how organizations manage solid waste reduction and diversion
operations. It is available across Canada.
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REQUIREMENIETAILSSource Separation Program

This question is a BEST Practice and is required for all levels of certification, for Office, Enclosed Shopping

Centres and Universal buildings. Thisasa BEST Practice requirement for Light Industrial or Open Air
Retail buildings.

BOMAAccepted Equivalent: Alternative Source Separation Program

Alternative source separation programs are permitted in so far as the following have been met:

1. At a minimum, there must be two streams to minimize contamination;

2. Thewaste hauler must provide the building manager with evidence that they are compliant with
GKS LINPOGAYOS 2NJ iSNNRG2NEBQa fS3ratlriaazy 02y OSN

3. The waste hauler must provide the building manager with a letter comfgrthat their collection
and processing practices result in capture rates of at least 80% over the year.
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BEST Practice 12(B): Waste Reduction and Diversion Policy
ApplicableONLYto Light Industrial and Open Air Retail

Is a Waste Reduction and Diveosi Policy in place at the building?

Explana_ltion & Description: The Waste Reduction and Diversion Policy represents a commitm
Evaluation from the organization or building management to continuously improve
performanceregardingthe reduction and diversion of solid waste.

RequirementsThe Policy must include a statement committing the organizatic
or building to continuous improvement in the reduction and diversion of waste
Addresghe prevention, diversion, and managementsalid waste generated as @
result of the following:

91 Day to day activities from all waste producing areas, including food servicg
retail; and

9 Periodic events such as conferences, catered meetings and functions, tra
tenant relocation activities, awstruction, renovation and demolition projects
fit-ups, etc.

The Policy (and any subsequent updates) must be dated and signed by Senig

Management (an individual with decisionaking abilitien budget

expenditures).

Demonstration of implementation isah required, nor is buildingpecific
information. The policy can be common to a portfolio or campus of buildings.

Additional Information: Buildings that have achieved a certification through the
ow/ SNIAFASR LINPINI Y OFy I sfigndgoSheVerfierS :
3RCertifieds a certification program for buildings in the Industrial, Commercial
and Institutional(IC&I) sectors that reviews how organizations manage solid w
reduction and diversionperations. It is available across Canada.

This question is a BEST Practice and is required for all levels of certification, for Light Industrial or Open
Air Retail buildings. Thisnst a BEST Practice requirement for Office, Enclosed Shopping Centdres a
Universal buildings.
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BEST Practicé81Waste Audit
ApplicableONLYto Office, Enclosed Shopping Centre and Universal

Has a Waste Audit been completed for the building in the past three (3) years?

Explanation | Requirementsfollowing theBOMABESWaste Auditing Requirementthe Waste
& Evaluation| Audit must address:
1 The time period anduration of the waste sampling.
 Thesamplesiz NBLINBASYGAy3 G f S| vadte andr’:
recycling materials).
9 Details specific to each collected waste stream.
1 How the waste data was categorized, evaluated and analyzed based on i
composition (the site must be equipped with a minimum number of work
tables, precise scales and mobile containers for weighing the waste).

The resulting Waste Audit Report must inaud

Summary of the sampling protocol and methodology used.
Annualization of daily waste as well as other waste stream such as
construction, renovation and demolition (CRD) waste and hazardous
materials.

Total of each waste stream and overall total.

Diversim rate.

Capture rate.

Summary of recommendations for improving waste diversion.

1
1

= =4 =4 =4

The audit must be performed by a person with adequate qualifications as well as
suitable training and experience.

Additional Information: In the case of tenantmanaged waststreams, these need
not be included in the waste audit however best practices recommend that tenan
provide annual generation and disposal weight reporting for all materials that the
collect independent of the building systeim calculate current diveien. If tenant
managed waste streams are included, both the divertible materials and disposal
material must be included. If tenambanaged waste streams are included in the
diversion rate, they must also be included in the audit. The Waste Audit must be
performed at the building and must not be based on generalized waste facility
averages.

Buildings that have achieved a certification through the 3RCertified program can
YA SN a, Sa¢ I yR &K 2\erifier. RECerhileds & dedification C
program for buildings in the Industrial, Commercial and Instituti¢ii$.1) sectors
that reviews how organizations manage solid waste reduction and diversion
operations. It is available across Canada.
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REQUIREMENT DETAWSste Audit

This question is a BEST Practice and is required for all levels of certification, for Office, Enclosed Shopping
Centres and Universal buildings. Thisasa BEST Practice requirement for Light Industrial or Open Air
Retal buildings.

A description of the requirementer completing an audit compliant with the BEST Practice is available in
the BOMABESWaste AuditindRequirements

Fora mae comprehensive description of the details on the process, and for additional suggestions (not
required) on performing a valuable waste audit, download #vaste Auditingsuiding Principles.

Important Notes:

The person performing the Waste Audit must be competent based on the following criteria:

i.  Adequate qualificationg the person has a good working knowledge and understandirigeof
legislation surrounding waste;

ii.  Suitable training; the person must have training that is appropriate to performing a waste audit
and which complies with provincial minimum safety training requirements; and

iii.  Sufficient experience the person must havermugh experience to safely perform the work
without supervision or with only a minimal degree of supervision.
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BEST PracticedlWaste Reduction Work Plan
ApplicableONLYto Office, Enclosed Shopping Centre and Universal

Is a Waste Reduction Work Plam place at the building?

Explanation &
Evaluation

Description:A waste reduction plan an action plan prepared in to reflect the updated wi
audit.

RequirementsThe Waste Reduction Work Plan must consist of the following compone|

1 The Waste Reductiowork Plan must be prepared in conjunction with the waste au
(conducted in the past three (3) years). Its content should reflect the updated audi
The waste reduction work plan must address all recycling streams in the building,
describing ways to inease recycling levels and reduce the waste generated.

I The Waste Reduction Work Plan must include, to the extent that is reasonable, pl
I RRNBaa (GKS owQa o6wSRdz0OS: wSdzaSsz FyR
Reuse and then Recycling. Maaste reduction work plan may fit under a larger was;
management plan, but must be action oriented and include identification and plan
for the prevention, reduction and diversion of each identified waste stream.

1 The Waste Reduction Work Plan sets,dat each initiative or action, those who will
implement that action or initiative, timelines for implementation and the expected
results. The results should be expressed as a specific diversion target, and can b
overall target for all combined wastmategories or a target per waste material
category.

9 The Waste Reduction Work Plan must be available and communicated to all merm
of management, thenaintenance, custodial and contracted cleaning staf] all
tenants or occupants including food servigroviders and other retail tenants (for
SEFYLX S OAl (KS odzAf RAy3IQa ¢So6araias 2
depot, or in the tenant manual).

The Waste Reduction Work Plan must be reviewed every three (3) years to reflect cha
in the building strategy, challenges and achievement. In the case of a EBH@A
Recertification, previous Waste Reduction Work Plans must be reviewed to examine
whether previous goals and objectives have been met.

Although demonstration of implementation isgferable, it is not necessary. The plan can
be common to a portfolio or campus of buildings however buildipgcific information is
required.

Additional Information: The Waste Reduction Work Plan targets the collection program:
which the building maager or owner is responsible.

Buildings that have achieved a certification through the 3RCertified program can answi
&, S a ¢how thfeR cedification to the ¥rifier. 3RCertifieds a certification program for
buildings in the Industrial, Commercial and Institutiofi@i&l) sectors that reviews how
organizations manage solid waste reduction and diversion operations. It is available ac
Canada.

This question is a BEST Practind is required for all levels of certification, for Office, Enclosed Shopping
Centres and Universal buildings. Thisasa BEST Practice requirement for Light Industrial or Open Air
Retail buildings.
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BEST Practices1EnvironmentalPolicy
Applicableto Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

La Iy 2O0SNINOKAY3I 9YyGFANRYYSyidlft t2fA0e 3Idz

Explanation & | Description:An Environmental Policy or vision establishes the direction building
Evaluation management wishes to taken ¥ dzli dzZNB A YLINR @SYSy ia Ay
environmental performance. Such formal statements can guide decision makin
establish credible leadership to adedaly address environmental issues that cou
result in improved operations, reductions in operational expenses, and improve
managementtenant relationships.

RequirementsCreate an overarching Environmental Policy (or vision) which
contains the followingomponents:

1 A specific objective or vision statement for each of the ten (10) categorie
the BOMABESBssessment. In each case, provide a clear objective or v
onwhat your organization (or building) hopes to achieve within a specifi
timeline (e.g. achieve a 5% reduction in energy consumption in five yea
LISNF2NY GKS o0dAfRAYIQE FANRBRGOG AN

1 Enter the vision statement for each assessment gatg in the space
provided in the online portal.

Additional Information: The statements provided for each category can pull direc
from objectives established in previous questions in this B@HEASRssessment.
This BEST Practice seeks to bring therattogy into an overarching document.

Demonstration of implementation is not required, nor is buildsgecific
information. The policy can be common to a portfolio or campus of buildings.

This question is a BEST Practice and is required for all lewelgifi€ation, for all building types.
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BEST Practicés1OccupantEnvironmentalCommunication Program
Applicable to Office, Enclosed Shopping Centre, Light Industrial, Open Air Retail, and Universal

Is an Occupant Environmental CommunicatiBnogram in place at the building?

Explanation | Description:Increasing building occupant awareness and engagement in

& Evaluation | environmental and sustainable practices can have a significant positive or negati
impact on the performance of the building. Improving the environmental
performance of the building can lead to mapositive outcomes for building
management, staff and tenants, including but not limited to lower operational cos
lower utility bills, improved indoor air quality, improved managemtstant
relationships, etc.

RequirementsThe Occupant Environment@bmmunication Program must address
the following components:

I Selecting the communication strategies that will be used;

1 Selecting the activities that will be encouraged;

1 Identifying responsible individuals among management for moving each a
of the plan forward; and

1 Creating a timeline for implementation.

1 Demonstrate that at least two (2) communication strategies have been
implemented in the past 12 months.

Demonstration of implementation is required. The program can be common to a
portfolio or campusf buildings however implementation must be buildisgecific.

Additional InformationOccupantsre the permanent/regular occupants of the
building, such as tenants and staff. If the building is owseupied, surveys should
be directed to staff. Visits to the building are not considered occupants.

REQUIREMENT DETAR&upant Environmental Communication Program
This question is a BEST Practice and is required for all levels of certification, for all building types.

Building management must have in place an OccufanironmentalCommunication Program for
communicating with tenants and building staff on environmental issues specific to the building.
Components of this Program must have been implemented within theJgastonths.

Occupantsare the permanent/regular occupants of the building, such as tenants and staff. If the building
is owneroccupied, surveys should be directed to staff. Visitors to the building are not considered
occupants.

The key aspects of effiaee communication arefrequency, accuracy, comprehensiveness and
inclusivenessTo ensure that building occupants work together with building management to achieve
environmental goals, regular communication must be executedsuch,lie Program must chaly

outline communication strategies, activities, responsibilities and timelines for implementation. The
following communication framework must be evident:

T Communication strategies: clearly describe the communication strategies that will be used with
tenants/occupants.
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1 Activities: clearly describe the activities/events that will be communicated to occupants (e.g.,
9FNIIK 5F& S@Syid 2N SYySNH& | gl NBySaa O YLI AIya

1 Responsibilities: clearly describe who will be respoadit each aspect of the Occupant
Sustainability Communications Program.

1 Timeline for implementation: clearly describe the timeline for implementation of all activities,
events, and strategies put in place in the context of the Occupant Sustainability @ocations
Program.

The communication program must also include specific initiatives to effectively engage tenants and
building staff around environmental/sustainability issues, and encourage them to work with building
management to drive performance imprements in the building. At least two (2) initiatives must have
been implemented in the last 12 months. The table below provides suggestions on possible
communication objectives and how they may be implemented (for guidance purposes only):

Objective Possilbe Communication and Implementation Ideas

1 Create a Management/Tenant task force or Green Teéim all major
stakeholders represented (e.g. tenant representatives, cleaners/janitors,
building management) to develop, promote, and implement
environmental/sustainability initiatives.

f 58aA3yIGS 2yS 2N Y2NB 2F G(GKS @l

Zr?g;g;reerizstt Environmental Ambassador to lead the program.
1 Hold tenant meetings to educate them about the new environmel
program.
1 580St21LJ F OFfSYRFN GKIG KAIKEAIK

opportunities with tenants or building occupants. Send an annourzgm
letter to each tenant.

1 Host environmental/sustainability related events or competitions for
occupants and tenants:
0 Sustainable commuting challenges; battery/lightbulb/electronic
recycling drives.
0 BBQs (waste free fifiossible) or other functions to celebrate global
events such as Earth Week in April, Energy Conservation Week in
Waste Reduction Week in October.
1 Establish incentive programs to promote participation in environmentally
preferable/sustainable practices and performance improvements:
o Rewards and recognition for individuals and/or tenant organizations

If you want to
launch arevent:

If you want to who are implementing sustainable best practices,
incentivize new o Discounts or financial incentives for tenants and building staff to
behaviour encourage more sustainable choices/behaviours (such as discount

transit passes, discounts to local businesses that provide
environmentally preferable products or services, or financiegimtives
for building staff who bike to work).
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1 Post and/or distribute and/or @nail notices of audit results, ne\
environmental programs and policies, performance summaries (for buil
energy onwater consumption).

1 Create a building website highlighting the environmental performance ol

building.

1 Regularly communicate environmental/sustainability goals (related to the
If you want to 0dzAf RAYy3Qa adzadlAylroAfAGe LRfAOS
relay R improvement tips to tenants and building occupants through a variety of
YEYyF3ISY] relevant communications channels:
activities and o Newsletters, eNewsletters, Memos.
results: o Lobby/Common Area Posters, Screens or central Communicz

Board.

o Elevator Messaging (e.g. ENN).
0 Website and Social Media (e.g. Twitter, Facebook).

o TenantLandlord Collaboration Opportunities (e.g. Natural Resource
Canada Sustainability Initiativametering reporting).

Important Note:

In the case where the applicant has developed an Energy, Water or Waste Communication Poogram
comply with previous BEST Practices, these plans cannot be reused here. Additional communication
efforts will be requiredo meet these BEST Practices. The topic may bedhee but the scope or
objective must be broadened in order to qualify.
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Energy
ApplicableONLYto MURB and Health Care Facilities

BEST Rictices for MURB and Health Care Facilities

1321

Has the building conducted an energy assessment within the past five (5) years?

Tip:

This question is a BEST Practice and is required fevels lof certification.
Documentation demonstrating this BEST Practice must be uploaded.

A minimum of an ASHRAE Level 1 Whalkugh audit or equivalency is required that
includes:

9 Utility billing analysis with benchmarking observations
T Summary of majoequipment and type of lighting systems in the buildings

9 List of potential energy conservation opportunities, estimated savings, and
simple payback, based on walkough audit of the facility

The assessment report must identify lemst improvements and gential capital
improvements as well as issues for a future mdetailed audit.

The BOMAAccepted Equivalent is available for buildings where 75% or more of the
0dzAf RAy3aQa SySNHE& Aa LIz2NOKFASR RANBOI
fewer than two (2) years

1331

Is there a buildingspecific Energy Management (reduction) Plan to address issues rg
in the energy assessment?

Tip:

This question is a BEST Practice and is required for all levels of certification.
Documentationdemonstrating this BEST Practice must be uploaded.

The Energy Management Plan must document buildipecific measures to improve
building energy efficiency and reduce demand based on the most recent energy
assessment and targets. These measures shoulthbed on a clearly identified energy
performance target, identified through the energy assessment or by the operational
staff. The Plan must show allocated resources, estimated payback, and implementg
timelines for specific energy efficiency improventen

The BOMAAccepted Equivalent is available for buildings that have been occupied fg
fewer than two (2) years.

1.3.8.14

Is there a preventive maintenance program for the HVAC (heating, ventilatidgir-
conditioning)?

Tip:

This question is a BEBfactice and is required for all levels of certification.
Documentation demonstrating this BEST Practice must be uploaded.

Preventive maintenance recognizes that certain systems and their components req
scheduled periodic maintenance, as well as oaetimg or replacement after a certain
age, at certain intervals, or due to specific causes. The Preventive Maintenance Prg
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is a systematic approach that outlines what equipment must be reviewed, the corre(
action that must be taken and how frequéwthis must occur.

1.3.2.1Energy Assessment

An energy assessmergport must be presented for eaite verification. Requirements are outlined in the
tip language and must include the following information:

1. Owner/manager information

2. Building name andddress
3. Building description
4. Energy assessment (walkrough, analysis);
5. Utility billing analysis witlhhenchmarking observations (e&comparison of building
performance indices such as M3yr or KWH/ft 2/yr for each energy source);
6. Summary of majorguipment and type of lighting systems in the buildiagd
7. List of potential energy conservation opportunities, estimated savings, and simple payback based

on walkthrough audit of the facility.
IMPORTANT NOTES:

I.  The Energy Assessment may be completed thirse technical staff or by a third party
consultant (e.g. professional engineer or other appropriate energy consultant).

II.  Assessments are evaluated based on meeting the requirements outlined in the question tip
language. Energy assessments MUST BE DERBERIGNED by the person responsible for
conducting the work.

1 BOMA BEST verifiers will look for signature and date. An Energy Assessment must have
been conducted withithe lastfive (5)years of thedate the BOMA BEST verification
assessment was conduate

BOMAAccepted Equivalents
1. Energy Study Report

Buildings that have beemccupiedfor fewerthantwo (2) years may utilize an energy study report that

was prepared during the design of the building in lieu of a4jsosistruction energy audit report. This

report must have shown simulated energy consumption for different design scenarios, and identify which
options were chosen for the actual construction. Applicants must be able to demonstrate that these
energyreduction features were incorporated in the lding.

2. Energy Communications Plan
2 KSNBE 12 2N Y2NB 2Ppurdhdsedl diceatihbly RiaypmicantsSngyShepaie ark
Energy GmmunicationPlan in lieu of arEnergy Studireport.

This communication plan must document means of encoutpgirergy conservation initiatives by
occupants. For example, the communication plan may include thenfilyy offerings by the landlord/
management company:

1 Providing walk through energy audit or assessment services
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1 Energy conservation seminars for tenants / occupants
T hiKSNJ O2YYdzyAOIF A2y G(G224ecy LRAGSNRBRI alddzNYy Al

Evidence of implementation may include the following:

1 Agendas and notes from tenabtildingmanagement meetigs

1 Copies of marketing materials ustxipromote energy conservation within the building.
1 Copies of communication t@nants/occupantgegarding energy conservation.

1 Copies of energy assessments or audits performed in tenant spaces.

IMPORTANT NOTES:

I.  Applicants must makavailablethe communication plan and evidenceitd implementation to
the verifier, as part of the osite tour.

1.3.3.1Energy Management Plan

The Energy Management Plan should identify and document buitgiegific measures to impve

energy efficiency and reduce demand. These measures should be based on a clearly identified
performance target (using quantifiable performance indicators), identified through the energy audit or
the operational staff.

All actions must be evaluated ftreir technical feasibility and expected results (estimated energy
savings and préeasibility study) as well as financial feasibility (through an economic cost/benefit analysis
such as simple payback or ROIl). These actions mush be integrated intoietimel

A documented plan for implementing energy conservation strategies is illustrated in the table below as
an example of minimum requirements. A more detailed table is strongly encouraged, especially one
which allows for continuous energy tracking.

EnergyManagement Plarg Sample Form

No. | Proposed Measure | Budget | When Expeced Return | Responsible Person(s)

1 Day time cleaning | $--.00 | 2017 4 years Jean Paul Kim

2 Recommissioning | $--.00 | 2018 18 months Alexa Moreno
feasibility study

Natural Resources Canada provides a comprehensive roadmap for developing and implementing an
Energy Management Plan titldehergy Management Best Praeis Guidez For Commercial and
Institutional Buildings

These practices are clearly stated as minimal best practices according 201ieASHRAE Handbook

HVAC applicationghapter 36; chapter 41). If the energy reduction plan is done through an ES@€t,proj
energy savings should be measured according to EVO Standards (Efficiency Valuation Organization) and
ASHRAE guideline-2002 Measurement of energy and demand savings.
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BOMAAccepted Equivalent

Buildings that have been occupied fewerthan two (2) years can meet thBESPractice by

demonstrating that an Energy Commissioning Plan has been put into place. The intent of this BOMA
FOOSLIISR SljdA@lItSyid Aa (G2 SyadaNB GKIFIG GKS o6dzAf RAY
optimized/finetuned for specific seasonal requirements, occupancy variability, etc.

The Energy Commissioning Plan must clearly demonstrate that the following actions have been

considered and implemented in the previous twelve (12) moiaths per2011 ASHRAE HandbookA@/
applicationg(chapter 36; chapter 41)

1. An energy measurement or assessment plan for major operating systems and equipment AND an
energy bill evaluation and follow up plan;

2. If a deficiency report has been generated (from the construction procegaydng building
systems, plans to addresses these deficiencies must be included in the Energy Commissioning
Report.

3. A person identified as responsible for the building energy performance;

4. Training for operations staff on performing the above.

IMPORTANT NOSE

f ¢KS 9ySNHE /2YYAaaArz2yAy3d tftly YKedzasSé ORBBNBRAR
staff or by ahird-party consultant (e.g. professional engineer or other appropriate energy
consultant).

1 The energy measurement or assessment plan for majoesystand equipment shall include all
operating systems and equipment that represent the greatest proportion of energy consumption
in the building (e.g. heating system; cooling systetn).

9 Itis not always possible to assess the operations of nmgerating systems and equipment
through the ongoing review of energy bills. Other methods of assessment include: tenant
satisfaction surveys, control sequence review, etc.

1 The Energy Commissioning Plan must specifically identify the individuals respéorsibée
energy measurement of major operating systems and equipment, as well as those individuals
responsible for energy bill review.

1 One person must be identified as being responsible for the overall energy commissioning plan.
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1.3.8.14Preventative Maintenance Program

It is necessary to undertake preventative maintenate® + A y G Ay 2 LIGA Yl LISNF2NXYI Y

mechanical, electrical, and ventilation systems and their components. The building systems require
periodic maintenane throughout their life cycle in addition to the need for overhauling, or replacement,
at a certain age or interval, or due to specific issues or causes. These must be outlined specifically in a
Preventative Maintenance Program.

The Preventive Maintenand@rogram must include the methodology and record for all actions that are
necessary to maintain the optimt ~ F dzy’ O A 2 y A ¥y3ten’s &nd thé&rSompateints. Riey 3 Q
required maintenance procedures will be unique to each property and the systems Widge facilities.
The Preventative Maintenance Program must contain the following:

1. Aninventory of which system or component must be reviewed and the type of action that is
required (e.g. by room or by equipment type);

2. Guidelines on how frequently thesetions must be taken (e.g. monthly, quarterly, yearly, etc.).
These guidelines should be based on standards such as manufacturer specifications, code
requirements and industry best practices;

3. Documentation that these actions have been taken (e.g. viagiga and date);
4. Confirmation that followup action has been taken when warranted; and
5. Record updates as new equipment is added or removed.

In addition to manual recording of this information many buildings may have online tracking software
that outlines and tracks the Maintenance Program. These are accepthtile software can monitor and
track items 15, listed above.

The following is an example of a Preventative Maintenance Program. The items listed below constituted a
sample only.

Date

System  Component Adion Taken Completed Signature Comments

Annually

Clear obstructions, bird
outdoor Air drop.plr)gs, stand_mg water,
HVAC proximity to cooling towers,
Intakes
trash compactors, exhausts an
other pollutant sources.

Minimum outdoorair damper
setting.

HVAC | VAV Box Minimum VAV box settings.

HVAC Ventilation

HVAC Ventilation Duct and terminal coil

cleanliness.
HVAC puct _ Check fo_r cleanliness, adhesiol
insulation and coating.
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. Date .
System  Component Adion Taken Completed Signature  Comments
liner
HVAC Cooling Water treatment functioning as
towers intended.

FIRE Fire Systems | Open fire dampers.

Calibration of sensors

HVAC/ Megsurement (temperature, humidity,
Devices and
ELEC pressure, occupancy, photocell
Sensors
etc.).
Controls -
ELEC. | (digital, Ensure the proper functioning ¢
. all controls systems.
pneumatic)

Semiannually

Building Floor and equipment drain trap
HVAC )
Equipment ¢ properly sealed.
Air quality measurements in
HVAC HVAC select occupied areas of the
building.
Quarterly
Controls .
ELEC (digital, Operation of outdoor damper
. actuators.
pneumatic)

Ensure all emergency lighting i

ELEC | Lighting functioning properly.

Monthly

HVAC | Ventilation Air filter loading.

ELEC. | Lighting Change lamps as required.
ELEC. | Generator Generator testing.

Additional referencesASHRAE 62H n mThe Standards for Ventilation and Indoor Air Quality
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Water
ApplicableONLYto MURB and Health Care Facilities

2.3.1 | Is there a written policy intended to minimize water use, and encourage water conservatic

Tip: | This question is a BEST Practice and is required for all levels of certifibatmmentation
demonstrating this BEST Practice must be uploaded.

Awater conservation policy must express a commitment to reduce demand for water and
establish goals and strategies to reduce water consumption.

2.3.4 | Has the building conducted a water assessment within the past five (5) years?

Tip: | This question is a BEST Practice and is required for all levels of certifibatmmentation
demonstrating this BEST Practice must be uploaded.

The water assessment report must include:
1 Water billing analysis including cost and consumption history;
1 Water intensity benchmarks;
1 Waterusing equipment inventory and engse analysis;
9 List of potential water conservation measures including maintenance procedures ¢
retrofit measures;
9 Estimated costs, savings and payback times for recommended measures
The waer assessment report may be incorporated into the energy assessment report.

The BOMA OOSLIJGSR 9ljd2A @l fSyd Aa @At ofS F2
energy is purchased directly by tenawtsif the building has been occupied for fewbah two
(2) years.

2.3.1Water conservation Policy

A water conservation policy should express a commitment to reduce demand for water and to establish
goals and strategies to reduce water consumption.

The water conservation policy may be a national, coapm policy for all buildings managed by a single
company. However, to meet thBESPractice, building management must demonstratedtvareness of
the policy, and ismplementing specific measures in accordance with its strategic guidance.

IMPORTANT NES:

I.  For onsite verification applicants must make available:

1 A copy of the required policy

1 Examples of how the policy is being implemenbeesite by property management; and

f 520dzvSydia RSY2yadNIGAy3 GKS LfA0O2QaA AYLX S
. t2ftA08 &aK2dZ R 06S Iy 2FFAOAIT R20dzySyid 2y | 02Y

LNAYGSR 2y O2YLIl yeQa fSGGSNKSIR 6AGK | LILINE LINK I
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2.3.4Water Assessment

A Water Assessment report must be reviewed by the verifier. Reapaints are outlined in the tip
language (noted in thBESPractice questions table) and must include the following information:

Building Information

1 Owner/manager information;
1 Building name and address;
9 Building description;

9 Date of water assessment

Water Use Analysis

1 Water billing analysis including cost and consumption history compiled from utility bills;
1 Water intensity benchmarking which includes a calculation of annual water use divided by
building area;
1 Waterusing equipment inventory and engse analysis compared with consumption, such as:
o Domestic water fixtures (faucets, toilets, urinals);
0 Water using appliances (dishwasher, washing machine etc.);
o /22t Ay 3 SldALIYSY(d AyOf dzRA VBK NERdA Ké 0 A2 {IgSyNH >
customized teant cooling equipment;
0 Landscape irrigation equipment;
o0 Water use for humidification equipment;
0 Water use from heating equipment (boiler blowdown, steam production and condensate
management);
0 Any specialized equipment (including production use).
1 Recommendedeasures:
o List of identified retrofit and operation and maintenance water conservation measures;
o0 Estimated costs, savings and payback period of measures;
0 Explore submeter opportunities for large wateusing tenants.

IMPORTANT NOTES:

I.  The WaterAssessment may be completed byhinuse technical staffr by a third party
consultant (e.g. professional engineer or other appropriatger consultant).

II.  Assessments are evaluated based on meeting the requirements outlined fip th@guage and
by date Waterassessments MUST BETED an8IGNED by the person ressible for
conducting the work

1 BOMA BES¥erifiers will look dr signature and date. A Waté&ssessment must have
been conducted within the ladive (5)years of thedate the assessment wasonducted

lll.  The Water Asessment repamay be combined with the Energggessment report.
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BOMAAccepted Equivalents

1. Water-using equipment inventory

Buildings that have been occupied fewer than two (2) years OR have buildings with no water meter
may submit a Watewsing Equipment Report which can be created with information contained in the
0dzAf RAYy3dQa hLISNI A2y YR alAyaSylryoS al ydzZ =

The Waterusing Equipment Report must include the following information
Building Information

1 Owner/manager information;
1 Building name and address;
9 Building description;

1 Date of equipment inventory.

Water-using Equipment Information

1 Inventory/survey of all water consuming equipment on facility premises and their locations
throughout the building, such as:
o Domestic water fixtures (faucets, toilets, urinals);
0 Water using appliances (dishwasher, washing machine etc.);

I a

0 Cooling equipmenk y Of dzZRAYy 3 022 Ay 3 -GiRNMIENAEG2 Sflj dzk LIYISYWR

customized tenant cooling equipment;
o Landscape irrigation equipment;
o0 Water use for humidification equipment;

o Water use from heating equipment (boiler blowdown, steam production and condensate

management);
0 Any specialized equipment (including production use).

9 Baseline consumption of this equipment based on data from the building automation system and

water submeters OR based on equipment performance estimates informed by manufacturer

specificationg [ | { Yy S&GAYFGSR OFftOdzZ I GA2y 2F (GKS Sl dz

0 Sinks and faucets: aerator output multiplied by estimation of annual use;

0 Toilets and urinals: flush output multiplied by estimation of annual use;

0 Showerhead: output of the sheerhead multiplied by estimation of annual use;

o0 Cooling towers: estimate makap water required to compensate for losses due to
evaporation, drift and splasbut, leaks and overflow, and bleed or blowdown.

A Evaporation: Directly related to heat transfer amplerational management.
Assume approximately 1@PHcentrifugal) or 3..GPHabsorption) per ton of
cooling multiplied by the load percentage.

A Bleed/blowdown: Losses represent a alimear function of the concentration

cycles (purity of makep water oer the purity of the recirculating water). Higher

cycles mean fewer blowdowns are needed.
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A Drift and splastout: Losses are not significant for welhintained towers under
normal conditions. Assume approximately 0.@RHoer ton of cooling or about
0.008%of recirculating water.

A Leaks and overflows: These are difficult to measure or estimate and losses are
not significant in welmaintained towers. Visual inspection for leaks should be
performed.

o lrrigation system: output of the sprinklers multiplied bgerating hours.

 Recommended Measures:
o List of identified retrofit and operation and maintenance water conservation measures;
o Estimated costs, savings and payback period of measures;
o Establish water reduction target.
0 Explore feasibility of installing babeilding meter if not present
0 Explore submeter opportunities for the cooling tower makgp line.

2. Water Communications Plan

Where 7592 NJ Y2 NB 2 T (0 KiS puhibed dracyy Byxénanggplicshisinay prepare a
Water @mmunicationPlan in lieu of a Waters&essment report.
This communication plan must daognt means of encouraging wateonservation initiatives by
occupants. For example, the communication plan may include the followingraféeby the landlord/
management company
1 Providing walk through wateaudit or assessment servicektenant spaces.
T DSt AGSNEO2F¥a8BWEENRY (GALAE ONROKdIzZNBa (G2 200dzJ
1 Waterconsrvation seminars for tenantetcupants
f Other communication tools: posters, & Ktezfi stickerg, etc.

Evidence of implementation may include the following:

Agendas and notes from tenanmtanagementeam meetings

Copies of marketing materials usexpromote water conservation measures.

Copies of communicatiomttenantsioccupantsegarding water conservation tips/opportunities.
Qopies of water us@ssessments or audits doiretenant spaces.

= =4 =4 =

IMPORTANT NOTES:

I.  Applicants must makavailable thecommunication plan and evidence it implementation for
reviewto the verifier, as pd of the onsite tour.
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Waste Reduction
ApplicableONLYto MURB and Health Care Facilities

3.1.1.1 | Is there a waste diversion program that incorporates the recycling of materials such as: paj
andcardboard; bottles and cans; food waste; and plastics for occupants, visitors and opera
at the site, to the extent tht local infrastructure is available to accommodate these materials

Tip: This question is a BEST Practice and is required for all levels of certifibatmmentation
demonstrating this BEST Practice must be uploaded.

The property must have an active recycling program. A B@bdtapted equivalent may suffice
particular situations.

3.1.2.13| Is there a written policy intended to minimize construction waste being sent to landfill?

Tip: This question is a BEST Practad is required for all levels of certificatiddocumentation
demonstrating this BEST Practice must be uploaded.

Construction and demolition wastevhich accounts for about 30% of Canada's landigéin be
reduced by implementing a source separation and recycling prograsitenThe program must
meet the minimal requirements of the jurisdiction (e.g. 3R Code aftRe). The waste
specifications should address recycling of corrugated cardboard, metals, concrete blocks, ¢
dimensional wood, plastic, glass, gypsum board and carpet.

To meet thisBESPractice, applicants must implement a waste diversion program that aims to reduce
total volume of waste generated, and divert as much volume of materials from laslfibssibleWaste
minimization and diversion isodie through a reuse and recycling program availablsitnto all building
occupants.

Waste diversion programs should strive to achieve high diversion rates of standard fibre and container
streams, as well as hazardous materials such as toner cartritigm®scent lamps and electronic
equipment. Composting of organic material, either on site or through asite#ffcontractor, should also

be includedn this programwhere possible.

BOMAAccepted Equivalents

1. Tenant Coordinated Waste Diversion

Where tenants are directly managing their own waste removalbihilingapplicant must confirm

0 Sy I gwastexdive®sion efforts.

In the absence of tenant material recycling/reuse, the applicant must demonstrate it has made an effort

to provide recychg facilities.

I For example, in retail plazas, each individual tenant (retail unit) may produce a small volume of

recyclablesthe property manager may provide a common recycling area for tenants as a value
added servicéand to make recycling more cesffective)
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2. Lack of Recycling Facilities

Where recycling facilities may not available, the applicant must provide a confirmation letter from the
local municipality, provincial governmermir other appropriate bodys evidence Where recycling
facilities areavailable put the local municipality does not collect recyclables, the applicant must
demonstratethat reasonable efforts to contract a commercial hauler were made.

3.1.2.13Construction Waste Policy

Theconstrucg y ¢l a0S LIt AO& Ydzad Of SINI & ARSYdGATFe GKS
and demolition waste fronbeing sent to landfill. ThedHcy shouldneet the minimal requirements of the
jurisdiction (e.g. 3R Code of Practice) by implementing aceaeparation and recycling program-site.

The waste specifications should address recycling of corrugated cardboard, metals, concrete blocks, clean
dimensional wood, plastic, glass, gypsum board and carpet.

TheConstruction Waste Polieyiay be a natioal, corporate policy for all buildings managed by a single
company. However, to meet thBESPractice, building management must demonstrateareness of
the policy and show that it is implementiisgecific measures in accordance with its strategic guidan

IMPORTANT NOTES:

I.  For onsite verification applicants must make available:
1 A copy of the required policy
1 Sample specification nst1be made available for review asgecification may include:
o Documentation of a recent renovation contract that spesfmaterials for reuse,
resale and diversian
o Tenant design guidelines that specify materials for reuse, resale andidivers
o Corporate or orsite program specifications for the diversion of demolition,
construction and renovation materials.
1 Examples ofiow the Rlicy is being implemented esite by property managemenand

7 520dz2vSyida RSY2yadNI GAy3d GKS t2tA08Qa AYLE SY

. ¢KS t2fA08 aK2ddZ R 6S ty 2FFAOAIT R20dzYSyid 2y
and/or printedonO2 YLI ye Qa f SGOSNKSIFR gAGK | LILINRPLINAI GS

BOMA BESSustainable Buildings0 Application GuideApril 2018) Page |77

\



Emissions and Effluents
ApplicableONLYto MURB and Health Care Facilities

4.2.2 | Isthere a documented management plan for Ozone Depleting Substances (ODS) that ir
Tip: This question is a BESTR¢tice and is required for all levels of certificati@ocumentation
demonstrating this BEST Practice must be uploaded.
Maintenance of the refrigeration system can reduce operating costs by improving the ch
performance, avoiding costly repairs, araiucing the need for refrigerant replacement. If
there are no ODS, mark "not applicable".
i) Inventory of refrigerants and records?
Tip: Inventory should show the present ODS and records should show the historical quantitie
ODS.
ii) Maintenance reportsloss reports, and leak test results?
i) Operational staff training
Tip: OYPANRYYSYllt | gFNBySaa O2dz2NASa akKz2dzZ R
G/ Cc/ IFyRtAYy3IE GKIFIG KFa 0SSy RS@St 2LISR
Institute of Canada (HRAI) and Environment Canada. These courses aré/tgpeaay in
length. When the maintenance of the equipment is outsourced, the contractor should pr
evidence of meeting the staff training requirements.
iv) Periodic leak testing?
4.2.2.5] Is there a phaseut plan for ozonedepleting refrigerants?
Tip: This question is a BEST Practice and is required for all levels of certifibatomentation
demonstrating this BEST Practice must be uploaded.
Effective January 1, 2015, operating or allowing the operation of a chiller containing CF(
be prohbited. If there are no ODSs, mark "Not Applicable".
4.4.1.1| Has a hazardous building materials survey and areis¢ed chemical inventory been
completed within the last three years?
Tip: This question is a BEST Practice and is required for all levels of certifibatumentation

demonstrating this BEST Practice must be uploaded.

AHazardous Materials Surveshould include only buildingelated hazardous materials and
must indicate, at aninimum, whether the following four hazardous building materials are
present in the building: Asbesta®ntaining materials (e.g., insulation coverings, putties ar
caulking, older equipment); Polychlorinated biphenyls (PCBs) (e.g., old fluorescenglighti
ballasts, transformers); Lead (e.g., lead in paint); and Mercury (e.g., thermostats, lighting
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survey must indicate the type of hazardous materials present in the building, its location
guantity, its condition, and a list of recommended actdn meet provincespecific
regulatory requirements with respect to maintenance, inspection, training and abatemen

In addition, aHazardous Chemicals or U&elated Products Inventorynust also be
conducted and include pesticides, at a minimum. Tingntory must include a list of
chemicals or useelated products brought into the building for use, handling and storage;
location, Safety Data Sheets for each chemical owreleged product; approximate
guantities; and a live index of the chemicalaiserelated products including the chemical
name and page reference for easy access to Safety Data Sheets (SDS) and other relev
information related to each chemical.

4.5.2.2 | Is there a Hazardous Products (hazardous chemicals) Management Plan?

Tip: This question is a BEST Practice and is required for all levels of certifi€dmmentation
demonstrating this BEST Practice must be uploaded.

A hazardous products management plan should indicate how controlled products are
received at the facility, howhey are to be used and safe disposal procedures. It should al
include the provision of WHMIS sheets for all products identified in the inventory. Chemi
used in buildings that are classified as hazardous include oils, biocides, solvents, insgct
pesticides and herbicides. Biomedical waste (including cytotoxic waste) and pharmaceu
waste must also be included. They should be stored in rooms with proper ventilation,
controlled temperatures, drain protection and adequate shelf space. Contasteyuld be
capped to avoid possible spills and fumes, properly labelled and kept in securely locked

4.2.2Management Plan for Ozone Depleting Substances

Ozone Depleting Substances (ODS) may be found in buildings and include CFCs, HCFCs,dtakems and
substances used in refrigerants, fire extinguishing systems and chersieailz(ng agentand solvents).

Applicants must present a management plan for ODS that includes the following:

1. Inventory of refrigerants and recorgs

2. Maintenance reportsloss reports, and leak test results
3. Operational staff training; and

4. Periodic leak testing.

Applicants may opt to implement the elements of their ODS management plan using eitharsa staff
or using thirdparty contractors. Personnel {imuse or tlird-party) performing any ODS related work
must be appropriately trained to manage associated risks.

4.2.2.5PhaseOut of Ozone Depletig Refrigerants

Applicants must be able to provide an implementation plan that demonstrates a ghess ozone
depleting refrigerants in accordance witanada's Strategy to Accelerate the Ph@sg of CFC and
Halon Uses and to Dispose of the Surplus S{etleseOut Srategy).

Federal regulations under the Canadian Environmental Protection Act (CERé&)edepleting
Substances Regulations, 1998 (SOR/\Q9specify a complete phasaut of CFCs in all refjeration and
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chillers by 2020Canada’s PhasBut Strategyd part of the orgoing process to fulfill Canada's
commitment to protect the earth's ozone layer.

To learn more about the Phaggut Strategy: download the official document at the following link:
http://www.ccme.calfiles/Resources/air/ods/phase_out cfc 1316 _e.pdf

IMPORTANT NOTES:

I.  Applicants mustefer to the Canadian federal regulation with regards to phasing out of all ODS
08 HAHND® C2NJ Y2NB AYyTF2NN¥IGA2Y &SS 9yOBANRYYSyl
http://www.ec.gc.ca/ozone/default.asp?lang=En&n=D57A0d06

II. A planto use HCFCs such as refrigeral@Ris acceptable as an interim solution, until a viable
substitute with zero ozone depletion potential becomes available.

4.4.1.1Hazardous Building Materials Surveynd Hazardous Chemicals or Useelated Products
Inventory

1. Hazardous Materials Survey

A survey of hazardous building materials present at the facility should include only budthiten
hazardous materials.sfa minimum requirement for meeting thHBESPractice, théhazardous materials
survey must indicate whether the following are present:

1 Asbestoscontaining materials (e.g., insulation coverings, putties and caulking, older equipment);
91 Polychlorinated biphenyls (PCBs) (e.g., old fluorescent lighéihgsts, transformers);

1 Lead (e.g., lead in paint); or

1 Mercury (e.g., thermostats, lighting).

Hazardous Materials Survey Requirement:

The survey for hazardous building materials are performed typically room by room, or by area. Samples
may be requireda confirm presence of hazardous building materials. All building owners or tenants
must verify sampling requirements with the province specific regulation governing sampling
methodology for hazardous building materials. A comprehensive survey shouldheafaiowing

information at a minimum for BOMBESTVerification purposes:

1 Type of hazardous materials present in the building;

Location of the hazardous materials;

The extent of the hazardous material within the building;

The approximate quantity of hazéous material in each area;

The condition or state of the hazardous material (i.e. poor, fair, good); and

A list of recommended actions to meet province specific regulatory requirements with respect to
maintenance, inspection, training and abatement.

=A =4 =4 4 =

The survey should be reviewed at least annually and updated as necessary.
IMPORTANTE NOTES:

I.  If the hazardous materials survey was done at the time of acquigtonif no other hazardous
building materials were brought into the building, or fouahd, if no changes in building
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materials have been implemented since the original survey, then a formal statement to this
effect will be sufficient for verification purposes. The statement must clearly reference the
previous hazardous materials survey and thdgie$ that have been put in place to ensure that
no additional hazardous materials have been brought into the building and that existing
building materials have not been replaced.

II.  Buildings with multiple tenants must have a Hazardous Building Matetials\5that includes
all tenant spaces. Building owners are responsible for ensuring that the buitdiisgentiretyis
represented in the Hazardous Building Materials Survey.

lll.  The following criteriappliesto establish competency with respect to the gen(s) or
organization (internal or external to the building), that has completed the Hazardous Building
Materials Survey:

1 Has a good working knowledge and understanding of the legislation surrounding
hazardous materials (i.e. training certificatesedlucational background in hygiene,
occupational health and safety, environmental engineering, building science or similar);

I Has at least one year of work experience conducting hazardous building materials
surveys; and

1 Has led the completion of at leastdi\Hazardous Building Materials Surveys.

2. Hazardous Chemicals or Uslated Products Inventory

Every building that uses hazardous chemicals ofrelsged products shall keep and maintain a record of
the chemicals or useslated products in the work pladbat are used, handled, or stored in the building.

A userelated product is defined as anything that is brought into the building and can include a hazardous
chemical. A hazardous chemical is defined as a dangerous good which could be a solid, iqsithatr
can harm people, other living organisms, property, or the environment.

As a minimum requirement for meeting tHBESPractice, the Hazardous Chemicals or-Bséated
Products Inventory must indicate whether the following is present:

9 Pesticides

Hazardous Chemicals os&Related Products Inventory Requirement:

Although not required in thiBESPractice, best management practices dictate that all other Hazardous
Chemicals or UsRelated Products brought into or used in the building should alsadbeded in this
Inventory.

The hazardous chemical userelated productinventory must include at a minimum the following
information for BOMMABESVerification purposes:
1 Alist of chemicaler userelated productsrought into the building for use, maling and
storage;
I The location where the chemical@) userelated productsare used, handled and stored;
Material Safety Data Sheets for each chemicalserelated productused, handled and stored;
1 The approximate quantities of each chemioalserelated productstored on site; and

=
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1 Alive index of the chemicats userelated productdncluding the chemical name and page
reference for easy access to Material Safety Data Sheets (MSDS) and other relevant information
related to each chemical.

Theinventory should be reviewed at least annually and updated as necessary.
IMPORTANTE NOTES:

I. A Safety Data Sheet (SDS), as required by this BEST Practice, is a document that contains
information on the potential hazards (health, fire, reactivity and envinental) and how to
work safely with the chemical product. It is an essential starting point for the development of a
complete health and safety program. It also contains information on the use, storage, handling
and emergency procedures related to the haisaof the material.

II.  Tenants, as well as building owners, are required to have ao-glate Hazardous Chemical or
UseRelated Product Inventory. It is the responsibility of every tenant to provide the Building
Owner with an ugto-date UseRelated Produdnventory recordgor Pesticides onl{for the
purposes of this BEST Practice). It is the responsibility of every Building Owner to provide the
most upto-date building operations UsRelated Product Inventory recorflsr Pesticides only
to BOMA BES/Erifiers. It is an industry best management practice for building owners to keep
an upto-date record of all tenant Hazardous Chemical or-Bstated Product Inventories;
however,it is not necessary to meet this requirement.

lll.  There are no specific competency requirements for compilikpzardous Chemicat Use
Related Product Inventottyowever, the individual conducting the inventory must have good
working knowledge and understanding of the applicable regulatory requiremimciading at a
minimum, WHMIS.

4.5.2.2Hazardous Products Management Plan

A Hazardous Products ManagemetdarPshould indicate how controlled products are received at the
facility, how they are to be usemhd safe disposal procedurdsshould also inclde the provision of
Workplace Hazardous Materials Information Syst8iHMIS sheets for all products identified in the
inventory. Chemicals used in buildings that are classified as hazardous include oils, biocides, solvents,
insecticides, pesticides armgrbicides.

Hazardous productshould be stored in rooms with proper ventilation, controlled temperatures, drain
protection and adequate shelf space. Containers should be capped to avoid possible spills and fumes,
properly labelled and kept in securely ked areas.

Additional Information and Resources:

BOMABESTs a leader in building management and has identified this technical requirement as a best
management practice. Its completi@ioes notpreclude users from understanding and meeting their
legal responsibilities regarding compliance with federal, provincial or municipal legislation.

The rights and responsibilities of workers, responsibilities of employers and supervisors are sintilar in al
jurisdictions across Canada. However, the details of the OH&S legislation and how the laws are enforced
vary from one jurisdiction to another. In addition, provisions in the regulations may be "mandatory”,

BOMA BESSustainable Buildings0 Application GuideApril 2018) Page |82



"discretionary" or "as directed by the Ministér. a2 NE Ay F2NX I GA2y 2y gKSNB (2
regulatory requirements and guidance documents can be found on province specific Occupational Health

and Safety websites or through the various Ministries of Labour. BBEBENcourages building

manages and owners to understand and apply province specific OH&S regulatory requirements as they

apply to hazardous materials and hazardous chemicals management.
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Indoor Environment
ApplicableONLYto MURB and Health Care Facilities

5.1.8.1 | Does building maagement have in place a documented means for addressing
tenant/occupant concerns regarding indoor air quality (such as a complaint form and inc
log)?

Tip: This question is a BEST Practice and is required for all levels of certifibatmmentation
demonstrating this BEST Practice must be uploaded.

Building management must have in place a documented means for addressing patient g
staff concerns regarding indoor air quality. Complaint logs can provide evidence of occu
dissatisfacthn and its causes. Trends in complaint rates over time may indicate occupant
reactions to changes in building operation.

The incident log must provide fields to capture the following information:

9 Incident log number; Form completed by __; Date
9 Occupant Nare; Company & Department; Location in Building
1 Date complaint was received; Description of Complaint; Suggested cause; Sumrn
problem
Actions completed; date of occupant interview
CO2 measurements; ventilation rate assessment (if required); ventilayistem
inspection; airborne contaminant sampling (if required)
1 Remedial action report completed
Occupant advised of actions taken

= =4

5.1.8.1Indoor Air Quality

1. To meet thiBESPracticefollow the specific tip instructions specifying what an incident log
for tenant/occupant indoor air quality concerns must capture.

2. Refer to occupational health and safety regulations that may be in effect in your jurisdiction.

3. ltis suggested that the biding manager develop standards and specifications for controlling
indoor air quality during construction activities. Remedial procedures for water damage are
also suggdsed to reduce the risk of molds

4. ltis recommended that an integrated approach to indair quality be implemented by
involving service technicians, building operators, consulting professionals and tenants.
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