“A green building comes
to life when people who
inhabit it walk the walk.
”
– Gerald Hines

GREEN OFFICE
TENANT GUIDE
Version 2009.01

What is the GREEN OFFICE Tenant Guide?
Hines tenants and their employees, through a voluntary program created to encourage sustainability within tenant spaces worldwide,
now have the opportunity to lead the effort in setting the standard for a sustainable future by “walking the walk” in their own offices.
Why was the program created?
In December 2008, Hines rolled out the program internally in its own offices. In the spirit of collaboration, and in response to requests
from our tenants to help them be “green,” Hines has adapted the program for tenant use.
May I participate?
Yes. We encourage you to implement the voluntary GREEN OFFICE Tenant Guide in your office as a way to improve how you operate,
as well as positively impact the environment and the health and well-being of your employees.
What is in the GREEN OFFICE Tenant Guide implementation package?
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have already implemented) to help you and your employees set goals and improve performance in your own lease
space as well as the building. The completed guide is what you will submit to the management office.
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We want to participate. What must we do?
It’s easy as 1, 2, 3:
1. Each tenant office is encouraged to establish a “green team” to provide leadership, analyze your current operations, set
sustainable goals and then implement a plan from the “Green Opportunities” column.
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3. Fill in the tenant data at the bottom of page eight.
Note: to qualify, your office must attain 70 “Leaf Credits.”
Sign the completed GREEN OFFICE Tenant Guide and submit it electronically to the management office; or you may drop it off
personally at the management office.

We invite you and your employees to set the standard for a sustainable future!
-Your Hines Management Team

GREEN OFFICE FAQs

ÃÊiÃÊ>ÕV iÃÊÌ iÊ,
Ê" Ê/i>ÌÊÕ`i]Ê>ÊÃÌÊvÊ>ÌVpated questions with answers has been prepared to assist you with
this initiative.

1. Is every Hines tenant required to complete and submit the GREEN OFFICE Guide?

4. What tenant ofﬁces may participate in the GREEN OFFICE initiative?

The GREEN OFFICE Tenant Guide initiative is voluntary. Hines is hopeful that each

GREEN OFFICE is open to occupied tenant offices anywhere in the world that are

tenant office will “walk the walk” when it comes to sustainability and set an example

owned or managed by Hines.

for employees and your fellow tenants.

2. What are the primary beneﬁts of participating in the GREEN OFFICE initiative in
our ofﬁce?

5. If an existing tenant space is already using the speciﬁed item or product (no
changes are necessary), is the tenant ofﬁce allowed to count the Leaf Credits for
that Green Opportunity?

UÊ iÃÌÀ>ÌiÊi>`iÀÃ «ÊÊÃÕÃÌ>>LÌÞÊ>`ÊivwViÌÊ«iÀ>ÌÃ

Yes, Leaf Credits are awarded if the item is achieved at the time the scorecard is
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completed.
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6. What are Life Cycle Savings?

UÊÊÃÕÃÌ>>LiÊvwViÊÃÊ>Ê}Ài>ÌÊÀiVÀÕÌ}ÊÌ

This is an indication that implementation of a Green Opportunity will return a

3. What award or recognition will a GREEN OFFICE receive upon successfully
achieving 70 or more Leaf Credits?

financial benefit as well as a sustainable benefit to your office.
Example: If you can substantiate an operating cost savings, whether lower paper
VÃÌÃÊÀÊÜiÀÊ«ÀÌ}ÊVÃÌÃ]ÊÌ ÃÊV>ÊLiÊÕÃi`Ê>ÃÊÃÕ««ÀÌÊvÀÊ>ÊviÊ ÞViÊ->Û}Ã°

Tenant offices submitting a successfully completed Tenant Guide as specified in the
introduction will receive a distinctive award to display in your office.

7. When submitting a completed GREEN OFFICE Tenant Guide do I need to submit
other supporting documentation?
No, but your office is encouraged to maintain supporting documentation prior to
and after your transition to Green Opportunities as this may assist in LEED CI or
other application/certification processes.

8. Is it necessary to re-apply as a GREEN OFFICE on an annual basis or some other
frequency?
No. Once an office has been designated a Green Office it is Hines’ hope that your
office and employees would maintain or exceed your sustainable operations.

1
GREEN OFFICE

9. If interested in applying GREEN OFFICE efforts toward LEED Commercial Interiors
(CI), where can I ﬁnd more information?

14. May a non-USA tenant ofﬁce use BREEAM in lieu of LEED?

Information is available at www.usgbc.org/leed/ci/.

ÃÕV Ê>ÃÊÌ ÃiÊvÀÊ ,

10. Who will oversee my ofﬁce’s GREEN OFFICE efforts?
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is not a requirement for the GREEN OFFICE initiative.

Each tenant office is encouraged to establish a sustainability advocate or team
leader within your office’s green team to encourage and provide leadership in
achieving the designation as a GREEN OFFICE.

15. May a tenant ofﬁce space receive “Leaf Credits” for “Green Opportunities”
already taken?
Yes, “Leaf Credits” achieved are a snapshot of what your office has accomplished

11. What impact do items such as organizing ofﬁce employees to participate in a
sustainability-focused community project once a year have on an ofﬁce?

at the time you complete the Tenant Guide.

Community projects provide educational and awareness opportunities for the

16. How many “Leaf Credits” are required to qualify as a GREEN OFFICE?

offices as well as community involvement. The impact of each office’s sustainability

70 “Leaf Credits” or more.

reaches much further than a single office or property.

12. In the “Reduce, Re-use and Recycle” category, Items A, B & C, why are there three
opportunities for the same product?
Item C is the greener option; however it is 1 of 3 options as not all offices will be

17. Is any action required by my ofﬁce in the “Upfront Costs” or “Life Cycle Savings”
columns before submitting the Tenant Guide?
No. Both columns are included to indicate general conditions you may expect when
pursuing a given “Green Opportunity”.

able to transition on the first attempt due to costs, resources, property-specific
ownership approval or local availability.

13. If an ofﬁce is actively participating in an existing recycling program and recycling
50% of ofﬁce waste (Reduce, Re-use and Recycle category), is it also able to pick up
the 2 Leaf Credits as well as the 1 Leaf Credit for surpassing the 25% goal?
No. The office achieving 50% participation would receive 2 Leaf Credits as credits

Please contact your Hines Property Management representative with any other

are awarded for the achievement at the time that the GREEN OFFICE Guide is

questions you may have regarding GREEN OFFICE.

completed. It is a snapshot at that given moment.
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ASK THE “GREEN” QUESTIONS BEFORE TAKING ACTION.
Develop and establish relationships with vendors, contractors and suppliers that have sustainable
products and missions. When ordering products/supplies ask about the products’ environmental
impact; ask if there is an alternate product with less impact to the environment.

SUSTAINABLE GOAL

LEAF CREDITS

GREEN OPPORTUNITIES

GREEN OFFICE
UPFRONT COST LIFE CYCLE SAVINGS

ACHIEVED GREEN

Energy Efﬁciency: If every office product purchased in the U.S. this year was ENERGY STAR qualified, Americans would save $200 million in annual energy costs while preventing almost
3 billion pounds of greenhouse gases. Source: ENERGY STAR


3

Install occupancy light sensors in private offices, conference rooms,
restrooms, and copy rooms to automatically turn off lights when the
room is not in use.

B

3

Turn off your computer, printer, monitor and task lights when you leave
the office. This includes unplugging power strips at the end of the day
because they consume energy even when the equipment is shut off.

Y

C

2

-iÌÊV«ÕÌiÀÃÊÌÊiiÀ}ÞÊÃ>Û}Ê`iÃÊÌÊÀi`ÕViÊiiÀ}ÞÊÜ>ÃÌi`ÊÜ iÊ
not in use. You can find these settings in the Power Options menu in
ÞÕÀÊ* ½ÃÊ ÌÀÊ*>i°ÊÊV«ÕÌiÀÊÊ`iÊ`iÊÕÃiÃÊÓäÊÌÊxäÊÌiÃÊ
the power of a computer in standby mode.

Y

D

1

Disable screen savers on computers to reduce energy use.

E

1

Reduce the time delay before your computer equipment reverts to a
power saving mode. This can also be set in the Power Options menu in
your PC’s Control Panel.

F

1

1«Õ}ÊV >À}iÀÃ]Êv>ÃÊÀÊ>ÞÊÌiÃÊÌÊÀi}Õ>ÀÞÊÕÃi`Ê>ÃÊÌ iÞÊÕÃiÊiergy even when turned off but still plugged in.

Y

G

1

Lower blinds in the summer and raise them in the winter to save energy
and reduce burden on heating and cooling systems.

Y

H

2

}iÊ>ÊL`ÃÊºÕ«»Ê>ÌÊ>Ê{xÊ`i}ÀiiÊ>}iÊÌÊ«ÀiÛiÌÊÌ iÊÃÕÃÊÀ>`ant heat load from being transferred into the tenant space. On sunny
days the building’s glass temperature can easily reach temperatures in
excess of 100 degrees in some climates.

Y

I

1

Confirm with your property management team that your building automation system is programmed to match particular usage patterns.

J

1

Make the most of natural light and turn off lights when possible.

Y

Y

Y
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SUSTAINABLE GOAL

LEAF CREDITS

GREEN OPPORTUNITIES

UPFRONT COST LIFE CYCLE SAVINGS



1

Label light switches/controls with reminder to “Please turn off lights
when not in use.”

L

3

,i«>ViÊi`vviÊV«ÕÌiÀÊÌÀÃÊÜÌ Ê
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µÕ`ÊVÀÞÃÌ>Ê`Ã«>ÞÊ ®Êy>ÌÊÃVÀiiÊÌÀÃ°Ê ÊÌÀÃÊ«ÀÛ`iÃÊ
up to 70% power savings and provides up to twice the lifespan of conventional CRT monitors.

M

3

*ÕÀV >ÃiÊ
,9Ê-/,ÊµÕ>wi`ÊV«iÀÃ]Ê«ÀÌiÀÊ>`Ê>««>ViÃÊ
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N

2

-iÌÊÃii«Ê`iÃÊvÀÊV«iÀÃ]Ê«ÀÌiÀÃÊ>`ÊÌ iÀÊ«iÀ« iÀ>ÃÊÌÊ`i>VÌvate when not in use.

Y

O

2

Place equipment well away from the location of area thermostats such
as copy machines, and similar heat producing equipment as it can
cause a false ambient temperature reference for the thermostats heat
sensitive components, and thereby have the thermostat react to that
temperature.

P

3

ÃÌ>ÊV«>VÌÊyÕÀiÃViÌÊ} Ì}ÊÊ«>ViÊvÊV>`iÃViÌÊ} Ì}°

ACHIEVED GREEN

Y

Y

Y

Y

Y

*
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People & Atmosphere: 96 percent of the Volatile Organic Compounds (VOCs) found in a large office building following construction resulted from the materials used to construct and
furnish the building including flooring (hard surface & carpet) and paints. Source: GREENGUARD Environmental Institute


2

1ÃiÊÌiÀÀÊ«>ÌÃÊÌ >ÌÊ >ÛiÊÜÊÀÊÊÛ>ÌiÊÀ}>VÊV«Õ`ÃÊ
6" Ã®Ê`ÕÀ}ÊÀi}Õ>ÀÊ>Ìi>ViÊvÀÊÌ iÊVvÀÌÊ>`ÊÜiLi}ÊvÊ
installers and occupants.

B

2

Organize office employees to participate in a sustainability-focused
community project once a year.

C

3

ii«ÊÞÕÀÊvwViÊi«ÞiiÃÊ>`Ê«À«iÀÌÞÊ>>}iiÌÊÕ«`>Ìi`ÊµÕ>Àterly about what green efforts you have achieved, what future goals you
have and how they can assist in reaching those goals.

*

7
Travel & Commuting: Drivers spend more than 100 hours a year commuting to work – 25% more than many workers’ spend away from the office on vacation (80 hours) and a single
gallon of gasoline produces 19.4 pounds of carbon dioxide – a “greenhouse gas” that contributes to global warming. Commuting resources help employees reduce costs, personal
stress, traffic, accidents and air pollution. Source: TREK


2

ÃÌ>LÃ Ê>ÊLiV >ÀÊvÊLÕÃiÃÃÊÌÀ>ÛiÊ>`ÊÌÀ>VÊÌÊ}}ÊvÀÜ>À`°ÊÊ
third-party travel agency may be used to prepare and submit tracking of
such travel.

{
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SUSTAINABLE GOAL

LEAF CREDITS

B

3

Instead of traveling for meetings, reduce emissions by utilizing technologies such as teleconferencing and videoconferencing if possible.

C

2

Encourage biking to work and check with your property management
team to see if secure and convenient storage for bicycles is provided at
your building.

3

Ensure that 25% of office employees carpool or use mass transit to
VÕÌiÊÌÊÜÀ°Ê1ÃiÊÌ À`«>ÀÌÞÊ«À}À>ÃÊiÊ Õ,`iÊÜÜÜ°ÕÀ`i°
com) to encourage vanpool or mass transportation and reduce employee commuting costs. Check with your property management or parking
office for parking options for van pools.

D

GREEN OPPORTUNITIES

UPFRONT COST LIFE CYCLE SAVINGS
Y

ACHIEVED GREEN

Y

*

10

Reduce Re-use and Recycle: A ton of paper made from 100 percent recycled paper, as compared to new paper, saves the equivalent of 4,100 kilowatt-hours of energy, 7,000 gallons of
water, 60 pounds of air emissions, and 3 cubic yards of landfill. In office use alone, the average employee uses approximately 10,000 sheets of paper every 12 months. Source: GREEN SEAL


1

Only purchase copy and printer paper containing at least 30% postconsumer recycled content.

B

2

Only purchase copy and printer paper containing at least 80% postconsumer recycled content.

Y

C

3

Only purchase copy and printer paper containing at least 100% postVÃÕiÀÊÀiVÞVi`ÊVÌiÌ°Ê"ÞÊ£ÊvÊÌiÃÊ]Ê ÊÀÊ Ê>ÞÊLiÊÃiiVÌed.)

Y

D

1

Convert paper forms to an electronic format to reduce paper usage.

E

3

*ÕÀV >ÃiÊÓä¯ÊÀiÃÌÊ-ÌiÜ>À`Ã «Ê ÕVÊ- ®ÊViÀÌwi`Ê«>«iÀÊ«À`ÕVÌÃÊV«ÞÊ«>«iÀ]Ê«>«iÀÊÌÜiÃÊiÌV°°°®°Ê/ ÃÊ«>«iÀÊÃÊ>`iÊvÀÊÜ`Ê
«À`ÕVÌÃÊÌ >ÌÊ>ÀiÊvÀÊ- ÊViÀÌwi`ÊvÀiÃÌÃ°

F

1

Encourage re-useable containers/bags for those bringing their lunch
each day.

G

1

Print less. Minimize documents printed for internal meetings or from
emails.

Y

H

2

-Ì>`>À`âiÊ`Õ«iÝÊ«ÀÌ}ÊvÀÊV«ÞÉ«ÀÌÊiÝVii`}ÊiÊ«>}iÊ>`Ê
halve your paper usage. Your equipment vendor may assist with this
configuration.

Y

I

2

1ÃiÊÀiÕÃ>LiÊÕ}ÃÊÀÊÌÕLiÀÃÊÌÊÃ>ÛiÊÜ>ÃÌiÊÊ`Ã«Ã>LiÊVÕ«ÃÊ>`Ê
plastic bottles.

Y

J

2

VÌÛiÞÊ«>ÀÌV«>ÌiÊÊ>ÊiÝÃÌ}ÊÀiVÞV}Ê«À}À>Ê>`ÊÀiVÞViÊÓx¯ÊvÊ
office waste.

Y
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3

VÌÛiÞÊ«>ÀÌV«>ÌiÊÊ>ÊiÝÃÌ}ÊÀiVÞV}Ê«À}À>Ê>`ÊÀiVÞViÊxä¯ÊvÊ
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L

3

Develop clear goals and procedures to accomplish recycling through
education and engagement of your employees. Provide easily accessible areas for collection and disposal of paper, cardboard, glass, plastic
and metals. Check with your property management team for details on
your building’s recycling program.

M

2

Donate scrubbed computers, monitors, printers and mobile phones to
organizations that can help local charities and schools or hire an elecÌÀVÊÜ>ÃÌiÊ Ü>ÃÌi®ÊÛi`ÀÊÌÊÀiVÞViÊÌ iÃiÊÌiÃ°

N

2

/À>ÃÌÊvÀÊ«iÌÀiÕL>Ãi`ÊÀÊV«ÃÌ>LiÊ«À`ÕVÌÃÊÃÕV Ê
>ÃÊ-ÌÞÀv>ÊVÕ«ÃÉ«>ÌiÃ®ÊÌÊL`i}À>`>LiÊ«À`ÕVÌÃÊÃÕV Ê>ÃÊ«>«iÀÊvÊ
disposable plates, cups and bowls are necessary.

O

3

Transition from paper products to compostable products such as cornbased or potato-based products if disposable plates, cups or bowls are
necessary.

Y

P

3

/À>ÃÌÊvÀÊ`Ã«Ã>LiÊy>ÌÜ>ÀiÊ>`Ê«>ÌiÃÊÌÊÀiÕÃ>LiÊy>ÌÜ>ÀiÊ>`Ê
plates

Y

+

1

ÃÌ>ÊÜyÜÊ>iÀ>ÌÀÃÊÊ>Ê>Û>ÌÀÞÊ>`ÊÃÊv>ÕViÌÃÊÌÊVÃiÀÛiÊ
water.

R

2

Reduce purchase of bottled water and bottled/canned soft drinks
by 80%.

-

3

Do not order any bottled water. Procure bottle-less water coolers to
provide cool and hot filtered municipal water dispensers.

T

2

Develop and establish relationships with refreshment vendors that have
sustainable products and missions.

1

2

Establish an account with an office supply vendor to create a “greener
office supplies” list to order from. Purchase at least 50% of office supplies from the green list.

6

3

Establish an account with an office supply vendor to create a “greener
office supplies” list to order from. Purchase at least 80% of office sup«iÃÊvÀÊÌ iÊ}ÀiiÊÃÌ°Ê"ÞÊ£ÊvÊÌiÃÊ1ÊÀÊ6Ê>ÞÊLiÊÃiiVÌi`°®

47

GREEN OPPORTUNITIES

UPFRONT COST LIFE CYCLE SAVINGS

ACHIEVED GREEN

Y
Y

Y

*

6
GREEN OFFICE

SUSTAINABLE GOAL

LEAF CREDITS

GREEN OPPORTUNITIES

UPFRONT COST LIFE CYCLE SAVINGS

ACHIEVED GREEN

Cleaning: One-third of the cleaning products used today are reported to include ingredients that have negative impacts on air quality and health. Green cleaning products use biodegradable cleaning agents, which means they break down easily and have no phosphates, borates, nitrates, or other ingredients the planet doesn’t appreciate. Source: GREEN SEAL


B

3

Purchase 75% of cleaning supplies in your kitchen or break room to
products certified to safeguard the environment and/or indoor air qualÌÞÊLÞÊ>Ê`i«i`iÌÊÀ}>â>ÌÊiÊÀiiÊ-i>ÊÀÊ ÛÀiÌ>Ê
Choice.

3

Buy paper products for kitchen, break room or private restrooms
i°}°]ÊÌÃÃÕi]Ê«>«iÀÊÌÜiÃÊÀÊ>«Ã®ÊÌ >ÌÊVÌ>Ê>ÊÕÊvÊÎä¯Ê
post-consumer recycled content. Give preference to paper processed
without chlorine and packaged in bulk.

*

6
TOTAL POSSIBLE
LEAF CREDITS

100

To qualify as a “GREEN OFFICE” in your Hines managed building, at
least 70 Leaf Credits should be tracked and achieved

BONUS LEAF CREDITS
Remodeling and Construction: Approximately 2.44 million tons of old carpet are landfilled a year, which, if laid flat would more than cover New York City. Major strides have been made
in recycling old carpet. Source: GREEN SEAL


3

-Ì>`>À`âiÊÜÀÃ«>ViÊÃâiÊ>`Ê>ÞÕÌÊÌÊ>VV`>ÌiÊvÕÌÕÀiÊ
changes with minimal reconfiguration when remodeling or performing
construction.

Y

B

2

-Ì>`>À`âiÊÜÀÃ«>ViÊvÕÀÌÕÀi°Ê Ã`iÀÊ`Õ>ÀÊvÕÀÌÕÀiÊÃÞÃÌiÃ]Ê
and minimize component variety and panel sizes to simplify reconfigurations.

Y

C

1

- vÌÊvÀÊVÃi`ÊÌÊivwViÌÊ«iÊÜÀÊ«>Ã]Ê«À`ÕVÌÛiÊyiÝLiÊvwViÃ]Ê
work stations and multiple space types based on need.

Y

D

1

Minimize walls and partitions as appropriate when remodeling.

E

3

Consider using glass partitions at window offices to provide interior
work stations natural light.

F

2

ÃiÊÌiÀÀÊ>ÌiÀ>ÃÊ«>ÌÃ]ÊyÀÊVÛiÀ}]Ê>` iÃÛiÃÊ>`ÊvÕÀÌÕÀi®Ê
Ì >ÌÊ >ÛiÊÜÊÀÊÊÛ>ÌiÊÀ}>VÊV«Õ`ÃÊ6" Ã®°

G

3

Recycle and salvage at least 50% of construction waste, by weight
or volume, when performing construction or remodeling. Ensure your
contractor includes recycling in the demolition pricing.

1

*ÀVÕÀiÊÞÊ >À«iÌÊ>`Ê,Õ}ÊÃÌÌÕÌi½ÃÊ ,®ÊViÀÌwi`ÊV>À«iÌÊ>`ÊV>À«iÌÊ
«>`ÊÌ >ÌÊiiÌÊÀÊiÝVii`ÊÌ iÊ >À«iÌÊ>`Ê,Õ}ÊÃÌÌÕÌi½ÃÊ ,®ÊÀiiÊ
Label Plus testing and products requirements. When installing carpet
ÃÞÃÌiÃÊÕÃiÊÜ6" Ê>` iÃÛiÃ°

H

Y

Y
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UPFRONT COST LIFE CYCLE SAVINGS

I

1

1ÃiÊ>` iÃÛiÃÊ>`ÊÃi>>ÌÃÊÌ >ÌÊ>ÀiÊÜ6" Ê>`ÊiiÌÊÌ iÊÀiiÊ
-i>Ê-Ì>`>À`Ê-ÎÈÊ>`Ê-ÕÌ Ê >ÃÌÊÀÊ+Õ>ÌÞÊ>>}iiÌÊ ÃÌÀVÌÊ
- + ®Ê,ÕiÊ££ÈnÊÀiµÕÀiiÌÃ°

J

1

Ensure composite wood and laminate adhesives contain no added
urea-formaldehyde resins when remodeling or performing construction.



2

ÃÕÀiÊÌ >ÌÊÃÞÃÌiÃÊvÕÀÌÕÀiÊ>`ÊÃi>Ì}Ê>ÀiÊ,
iÌ>ÊÃÌÌÕÌi½ÃÊ ®Ê`ÀÊÀÊ+Õ>ÌÞÊ iÀÌwi`°

1, Ê ÛÀ-

ACHIEVED GREEN

Y

*

20
LEED: In the United States alone, buildings use one-third of our total energy, two-thirds of our electricity and one-eighth of our water. In order to promote sustainable design and construction
practices beyond the interests of the developer or owner, LEED for Commercial Interiors (LEED-CI) gives recognition to the sustainable efforts of tenants and designers, who do not always have
control over whole building operations but maintain an interest in the benefits, both for the environment and for their workplace. Source: Real Estate Weekly
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iÀÌvÞÊÞÕÀÊvwViÊÃ«>ViÊ>ÃÊ
Ê iÀV>ÊÌiÀÀÃÊ
Ê ®°ÊvÊ
already LEED CI, your office may obtain these Leaf Credits.

B

2

*>ÃÃÊÌ iÊ
ÊVVÀi`Ìi`Ê*ÀviÃÃ>Ê
Ê*®ÊiÝ>°ÊvÊÞÕÀÊvwViÊ
>Ài>`ÞÊ >ÃÊ>Ê
Ê*ÊÞÕÊ>ÞÊLÌ>ÊÌ iÃiÊi>vÊ Ài`ÌÃ°

*

5
TOTAL BONUS
LEAF CREDITS

25

Bonus Leaf Credits may be added to the Total Possible Leaf Credits.
To qualify as a “Hines GREEN OFFICE”, at least 70 Leaf Credits should
be tracked and achieved.

INNOVATIONS: Describe in the space below any novel or unique green practice or innitiative undertaken in your lease space beyond those listed above.

*

TOTAL LEAF CREDITS & BONUS LEAF CREDITS:

* Please calculate and enter your total here as form does not self-total.

Hines may wish to acknowledge your achievements publicly. If you prefer that your participation remain anonymous please check here. ®

*À«iÀÌÞÊ

Ê

ÕÌ Àâi`Ê-}>ÌÕÀiÊ

/i>ÌÊ >iÊ

-ÕÌiÊ ÕLiÀÊ

*ÀÌi`Ê >i

>Ìi
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GREEN OFFICE

GREEN OFFICE GLOSSARY
Biodegradable / Compostable

Biodegradable and compostable materials are those that break down in the environment within a reasonable time period.

CRI Seal of Approval Program

/ iÊ >À«iÌÊ>`Ê,Õ}ÊÃÌÌÕÌiÊ ,®ÊÃÊ>Ê«ÀwÌÊÌÀ>`iÊ>ÃÃV>ÌÊÀi«ÀiÃiÌ}ÊÌ iÊ>Õv>VÌÕÀiÀÃÊvÊÀiÊÌ >ÊxÊ«iÀViÌÊvÊ>ÊV>À«iÌÊ>`iÊÊÌ iÊ1Ìi`Ê-Ì>ÌiÃ]Ê>ÃÊÜiÊ>ÃÊ
Ì iÀÊÃÕ««iÀÃÊ>`ÊÃiÀÛViÊ«ÀÛ`iÀÃÊwww.carpet-rug.org®°Ê/ iÊ ,Ê-i>ÊvÊ««ÀÛ>Ê«À}À>Ê`iÌwiÃÊivviVÌÛiÊV>À«iÌÊVi>}ÊÃÕÌÃÊ>`ÊiµÕ«iÌ°Ê ÌÊ>Ê«À`ÕVÌÃÊVi>Ê
ÜiÊiÕ} ÊÌÊi>ÀÊÌ iÊ-i>ÊvÊ««ÀÛ>Ê`ÃÌVÌ]ÊÃÊÊvÀÊÌ iÊLÕiÊ>`Ê}ÀiiÊ ,Ê-i>ÊvÊ««ÀÛ>Ê>ÃÊ«ÀvÊÌ >ÌÊÞÕÊ>ÀiÊ«ÕÀV >Ã}ÊÀÊÕÃ}Ê>ÊµÕ>ÌÞÊ«À`ÕVÌ°

ENERGY STAR Qualiﬁed Products

,9Ê-/,ÊÃÊ>ÊÌÊ«À}À>ÊvÊÌ iÊ1°-°Ê ÛÀiÌ>Ê*ÀÌiVÌÊ}iVÞÊ>`ÊÌ iÊ1°-°Ê i«>ÀÌiÌÊvÊ iÀ}ÞÊÌ >ÌÊ«ÀÌiÃ]ÊÌiÃÌÃ]Ê>`ÊViÀÌwiÃÊiiÀ}ÞÊ
ivwViÌÊ«À`ÕVÌÃÊ>`Ê«À>VÌViÃ°Ê"iÊvÊÌ iÊ>Ê}>ÃÊvÊÌ iÊ
,9Ê-/,Ê«À}À>ÊÃÊÌÊÌiÃÌÊ>`ÊViÀÌvÞÊÌ iÊÃÌÊivwViÌÊ«À`ÕVÌÃÊÊ>Ê«>ÀÌVÕ>ÀÊV>Ìi}ÀÞ°Ê
*À`ÕVÌÃÊÌ >ÌÊiiÌÊÌ iÃiÊÃ«iVwV>ÌÃÊi>ÀÊÌ iÊ
,9Ê-/,Ê>Li°Ê >Ìi}ÀiÃÊvÊ«À`ÕVÌÃÊ>ÞÊLiÊvÕ`ÊLÞÊVV}ÊÊÌ iÊvÜ}Ê Þ«iÀÊ}Ê
Ê

Environmental Choice

ÛÀiÌ>Ê ViÊ*À}À>ÊÜ>ÃÊiÃÌ>LÃ i`ÊLÞÊ ÛÀiÌÊ >>`>ÊÊ£nnÊÜÌ ÊÛiÀÊÎääÊV>Ìi}ÀiÃÊvÊ«À`ÕVÌÃÊÌÊ i«ÊVÃÕiÀÃÊ`iÌvÞÊÃiÀÛViÃÉ«À`ÕVÌÃÊÜ V Ê>ÀiÊ
less harmful to the environment. The “Environmental Choice” Eco-Logo symbol of certification is a green colored maple leaf intertwined within three doves.

FSC

ÀiÃÌÊ-ÌiÜ>À`Ã «Ê ÕVÊ- ®ÊÃÊ>Ê«ÀwÌÊÀ}>â>ÌÊ`iÛÌi`ÊÌÊiVÕÀ>}}ÊÌ iÊÀiÃ«ÃLiÊ>>}iiÌÊvÊÌ iÊÜÀ`½ÃÊvÀiÃÌÃ°Ê- ÊÃiÌÃÊ } ÊÃÌ>`>À`ÃÊÌ >ÌÊiÃÕÀiÊ
vÀiÃÌÀÞÊÃÊ«À>VÌVi`ÊÊ>ÊiÛÀiÌ>ÞÊÀiÃ«ÃLi]ÊÃV>ÞÊLiiwV>]Ê>`ÊiVV>ÞÊÛ>LiÊÜ>Þ°Ê*À`ÕVÌÃÊLi>À}ÊÌ iÊ- Ê}]ÊÜ V Ê}Õ>À>ÌiiÃÊÌ >ÌÊÌ iÊÜ`ÊvÀÊ>Ê
certified well-managed forest, are available across the world from a variety of mills, manufacturers, and distributors.

GREENGUARD Environmental Institute (GEI)

/ iÊ,
1, Ê ÛÀiÌ>ÊÃÌÌÕÌiÊ ®ÊÃÊ>Ê`ÕÃÌÀÞ`i«i`iÌ]Ê«ÀwÌÊÀ}>â>ÌÊÌ >ÌÊÛiÀÃiiÃÊÌ iÊ,
1, Ê iÀÌwV>ÌÊ*À}À>°ÊÃÊ>Ê -Ê
ÕÌ Àâi`Ê-Ì>`>À`ÃÊ iÛi«iÀ]Ê ÊiÃÌ>LÃ iÃÊ>VVi«Ì>LiÊ`ÀÊ>ÀÊÃÌ>`>À`ÃÊvÀÊ`ÀÊ«À`ÕVÌÃ]ÊiÛÀiÌÃ]Ê>`ÊLÕ`}Ã°Ê ½ÃÊÃÃÊÃÊÌÊ«ÀÛiÊ«ÕLVÊ i>Ì Ê>`Ê
µÕ>ÌÞÊvÊviÊÌ ÀÕ} Ê«À}À>ÃÊÌ >ÌÊ«ÀÛiÊ`ÀÊ>À°Êwww.greenguard.org)

Green-e

ÀiiiÊwww.green-e.org) is the nation’s leading independent certification and verification program for renewable energy and greenhouse gas emission reductions in the retail
market.

Green Ofﬁce Products

Products from the ‘greener products list’ are to be determined jointly by each tenant office and its office supply vendor. Focus on products containing the maximum content of
ÀiVÞVi`ÊÀÊÀi>Õv>VÌÕÀi`Ê>ÌiÀ>Ã°Ê/ iÃiÊ«À`ÕVÌÃÊ>ÞÊ>ÃÊLiÊÌ À`«>ÀÌÞÊViÀÌwi`ÊLÞÊÀ}>â>ÌÃÊÃÕV Ê>ÃÊ ,]Ê
,9Ê-/,]ÊÀiiÊ-i>ÊÀÊ- °


GREEN OFFICE

Green Seal

ÀiiÊ-i>ÊÃÊ>Ê`i«i`iÌÊ«ÀwÌÊÀ}>â>ÌÊ`i`V>Ìi`ÊÌÊÃ>vi}Õ>À`}ÊÌ iÊiÛÀiÌÊ>`ÊÌÀ>ÃvÀ}ÊÌ iÊ>ÀiÌ«>ViÊLÞÊ«ÀÌ}ÊÌ iÊ>Õv>VÌÕÀi]Ê«ÕÀV >Ãi]Ê
>`ÊÕÃiÊvÊiÛÀiÌ>ÞÊÀiÃ«ÃLiÊ«À`ÕVÌÃÊ>`ÊÃiÀÛViÃ°ÊÊÀiiÊ-i>Ê iÀÌwV>ÌÊ>ÀÊÊ>Ê«À`ÕVÌÊi>ÃÊÌ >ÌÊÌÊ >ÃÊLiiÊ«ÕÌÊÌ ÀÕ} ÊÃÌÀ}iÌÊiÛ>Õ>ÌÃÊÌÊiÃÕÀiÊ
ÌÃÊÀi`ÕVi`Ê«>VÌÊÊÌ iÊiÛÀiÌÊ>`ÊÊ Õ>Ê i>Ì °Êwww.greenseal.org/findaproduct/location.cfm)

LEED

/ iÊi>`iÀÃ «ÊÊ iÀ}ÞÊ>`Ê ÛÀiÌ>Ê iÃ}Ê
®ÊÀiiÊ Õ`}Ê,>Ì}Ê-ÞÃÌiÒÊiVÕÀ>}iÃÊ>`Ê>VViiÀ>ÌiÃÊ}L>Ê>`«ÌÊvÊÃÕÃÌ>>LiÊ}ÀiiÊLÕ`}Ê>`Ê
development practices through the creation and implementation of universally understood and accepted tools and performance criteria. To learn more about LEED CI please
ÛÃÌÊÌ iÊ1°-°Ê,
Ê 1  Ê "1 ½ÃÊÌÀ>iÌÊÃÌiÊ>ÌÊÜÜÜ°ÕÃ}LV°À}É Ã«>Þ*>}i°>Ã«Ý¶ -*>}i r£{5.

Post-Consumer Recycled Content

,iVÞVi`ÊVÌiÌÊÀiVÛiÀi`ÊvÀÊÕV«>ÊÃ`ÊÜ>ÃÌiÊÀiVÞVi`ÊLÞÊVÃÕiÀÃ®ÊÃÊiÛÀiÌ>ÞÊ«ÀiviÀ>LiÊÌÊ«ÀiVÃÕiÀÊÀiVÞVi`ÊVÌiÌ°Ê ÕÞ}ÊÀiVÞVi`VÌiÌÊ
products ensures that the materials collected in recycling programs will be used again in the manufacture of new products.

SCAQMD

/ iÊ-ÕÌ Ê >ÃÌÊÀÊ+Õ>ÌÞÊ>>}iiÌÊ ÃÌÀVÌÊ- + ®ÊÃÊÌ iÊ>ÀÊ«ÕÌÊVÌÀÊ>}iVÞÊvÀÊ>ÊvÊ"À>}iÊ ÕÌÞÊ>`ÊÌ iÊÕÀL>Ê«ÀÌÃÊvÊÃÊ}iiÃ]Ê,ÛiÀÃ`iÊ>`Ê
->Ê iÀ>À`ÊVÕÌiÃ°Ê/ ÃÊÃÊÌ iÊÃiV`ÊÃÌÊ««Õ>Ìi`ÊÕÀL>Ê>Ài>ÊÊÌ iÊ1Ìi`Ê-Ì>ÌiÃÊ>`ÊiÊvÊÌ iÊÃ}}iÃÌ°Ê- + ÊÃÊVÌÌi`ÊÌÊÕ`iÀÌ>}Ê>ÊiViÃÃ>ÀÞÊ
ÃÌi«ÃÊÌÊ«ÀÌiVÌÊ«ÕLVÊ i>Ì ÊvÀÊ>ÀÊ«ÕÌ]ÊÜÌ ÊÃiÃÌÛÌÞÊÌÊÌ iÊ«>VÌÃÊvÊÌÃÊ>VÌÃÊÊÌ iÊVÕÌÞÊ>`ÊLÕÃiÃÃiÃ°Êwww.aqmd.gov)

Scrubbed Computers

-VÀÕLLi`ÊV«ÕÌiÀÃÊ>ÀiÊÌ ÃiÊÜ ÃiÊ >À`Ê`ÀÛiÃÊ >ÛiÊLiiÊVi>Ãi`ÊÃÊÌ >ÌÊVw`iÌ>ÊÀÊ«À«ÀiÌ>ÀÞÊ`>Ì>ÊV>ÌÊLiÊÀiVÛiÀi`°

Urea-formaldehyde resins

1Ài>vÀ>`i Þ`iÊÃÊ>ÊÌÀ>Ã«>ÀiÌÊÌ iÀÃiÌÌ}ÊÀiÃÊÀÊ«>ÃÌV]Ê>`iÊvÀÊÕÀi>Ê>`ÊvÀ>`i Þ`i°Ê/ iÃiÊÀiÃÃÊ>ÀiÊÕÃi`ÊÊ>` iÃÛiÃ]ÊwÃ iÃ]Ê Ê>`Ê`i`ÊLiVÌÃÊ
>`ÊiÌÊ6" ÃÊÜ V Ê`iVÀi>ÃiÊ`ÀÊ>ÀÊµÕ>ÌÞ°

VOCs

6>ÌiÊÀ}>VÊV«Õ`ÃÊ6" Ã®Ê>ÀiÊiÌÌi`Ê>ÃÊ}>ÃiÃÊvÀÊViÀÌ>ÊÃ`ÃÊÀÊµÕ`Ã°Ê6" ÃÊVÕ`iÊ>ÊÛ>ÀiÌÞÊvÊV iV>Ã]ÊÃiÊvÊÜ V Ê>ÞÊ >ÛiÊÃ ÀÌÊ>`Ê}ÌiÀÊ
>`ÛiÀÃiÊ i>Ì ÊivviVÌÃ°Ê ViÌÀ>ÌÃÊvÊ>ÞÊ6" ÃÊ>ÀiÊVÃÃÌiÌÞÊ } iÀÊ`ÀÃÊÕ«ÊÌÊÌiÊÌiÃÊ } iÀ®ÊÌ >ÊÕÌ`ÀÃ°Ê6" ÃÊ>ÀiÊiÌÌi`ÊLÞÊ>ÊÜ`iÊ>ÀÀ>ÞÊvÊ«À`ÕVÌÃÊ
VÕ`}Ê«>ÌÃÊ>`Ê>VµÕiÀÃ]Ê«>ÌÊÃÌÀ««iÀÃ]ÊVi>}ÊÃÕ««iÃ]Ê«iÃÌV`iÃ]ÊLÕ`}Ê>ÌiÀ>ÃÊ>`ÊvÕÀÃ }Ã]ÊvwViÊiµÕ«iÌÊÃÕV Ê>ÃÊV«iÀÃÊ>`Ê«ÀÌiÀÃ]ÊVÀÀiVÌÊyÕ`ÃÊ
>`ÊV>ÀLiÃÃÊV«ÞÊ«>«iÀ]Ê}À>« VÃÊ>`ÊVÀ>vÌÊ>ÌiÀ>ÃÊVÕ`}Ê}ÕiÃÊ>`Ê>` iÃÛiÃ]Ê«iÀ>iÌÊ>ÀiÀÃ]Ê>`Ê« Ì}À>« VÊÃÕÌÃ°ÊÊÜ`iÊÛ>ÀiÌÞÊvÊÃÕÀViÃÊÌ >ÌÊV>ÊiÌÊ
6" ÃÊV>ÊLiÊvÕ`ÊÊÌ iÊ >iÀÃÊÃiVÌÊvÊiÃ½Ê+Ê iVÌÀVÊ,iviÀiViÊ>ÌÊÞiÃ°V°
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