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Trademark 
BIT Building® is a registered trademark of Southface Energy Institute, Inc. 
 
Copyright Notice 
Copyright© Southface Energy Institute, Inc. 2018. All rights reserved. 
 
The BIT Building Program Manual Version 1.3 is protected by copyright and 
international treaties. Unauthorized use, downloading, copying, or distribution of 
this Program Manual or any of its components without the written consent from 
Southface Institute may result in severe criminal or civil penalties, and will be 
prosecuted to the maximum extent under the law. 
 
Disclaimer 
None of the parties involved in the funding or creation of the Program Manual, 
including Southface Institute, its employees, its members, or its officers assume 
any liability or responsibility to the user or any third parties for the accuracy, 
completeness, or use of or reliance on any information contained in this Program 
Manual, or for any injuries, losses, or damages (including, without limitation, 
equitable relief) arising from such use or reliance. 
 
Although the information contained in this Program Manual is believed to be 
reliable and accurate, all materials set forth within are provided without 
warranties of any kind, either express or implied, including but not limited to 
warranties of the accuracy or completeness of information contained in the 
training or the suitability of the information for any particular purpose. 
 
As a condition of use, the user covenants not to sue and agrees to waive and 
release Southface Institute, its employees, its members, or its officers from any 
and all claims, demands, and causes of action for any injuries, losses, or damages 
(including, without limitation, equitable relief ) that the user may now or hereafter 
have a right to assert against such parties as a result of the use of, or reliance on, 
this Program Manual. 
 

Southface Energy Institute, Inc. 
241 Pine Street NE 
Atlanta, GA 30308 
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A BIT OF AN INTRODUCTION 
BIT Building is a software-based, green building certification program that helps 
building owners, operators, and tenants improve operations, reduce costs, and 
achieve sustainability goals. Using an interactive, online platform, program 
participants will understand their building’s current level of performance and 
learn creative ways to make improvements. 
 
Designed for all types of existing buildings regardless of their age or level of 
efficiency, BIT Building provides building owners and operators with step-by-step 
guidance on improving building performance while earning recognition for their 
achievements. 
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A TAD BIT OF HISTORY 
Heating, cooling, ventilation, lighting, water heating, and irrigation are among the 
many types of building operating systems necessary to help ensure occupant 
comfort, safety, and wellbeing.  
 
However, these same systems consume large quantities of energy and water and 
produce large amounts of waste. In the United States alone, commercial 
buildings account for 40% of total energy consumption (US DOE, 2008), 17% of 
total water consumption (US EPA, 2012), and 45% of total landfill waste produced 
(Evans, 2016). 
 
In fact, 28% of all carbon emissions throughout the globe are caused by the 
operations of existing buildings. Furthermore, global emissions from buildings 
continue to rise at a rate of 2% per year (Global Alliance for Buildings and 
Construction, 2019). 
 
With new commercial buildings becoming even larger (US EIA, 2018), it is crucial 
that CO2 emissions caused by the operations of existing buildings are 
significantly reduced in order to help mitigate to the effects of climate change.  
 
Therefore, those who manage and operate existing buildings play a crucial role in 
helping to stabilize the atmospheric concentration of CO2.  
 
Green building certification programs throughout the world have accomplished a 
considerable amount towards helping to reduce CO2 emissions. However, only 
about 25% of existing buildings qualify for these certification programs - leaving 
the other 75% without a clear path towards carbon emissions reduction.
 
It is for that very reason that BIT Building exists… 
 
BIT Building enables those who play one of the most vital roles in 

helping to mitigate climate change by empowering them with 
the necessary tools to deliver measurable results. 
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A BIT OF AN OVERVIEW 
BIT BUILDING’S 16 BEST PRACTICES FOR SUSTAINABLE OPERATIONS & MAINTENANCE 
function as a set of industry standards that, when implemented, result directly in 
performance improvements for building operations including: 
 

 
 
The 16 best practices are cost effective and possible to implement in all building 
types, regardless of their current level of performance (except single family). And 
the tools and resources provided guide participants to create mechanisms for 
continuous improvement to operations performance.  

A FEW OF BIT’S GUIDING PRINCIPLES 
 Use reasonably accessible metrics that are applicable to a variety of building 

types across geographies and are, primarily, influenced by building 
operators. 

 Accommodate scenarios where no historic performance data may be 
available. 

 Balance simplicity with integrity to enable planning and action by removing 
the need for unnecessarily complex metrics, algorithms, and normalization 
schemes. 

Reduced energy and water consumption.

Increased waste diversion rates.

Reduced operational costs.

Improved indoor air quality, occupant comfort, 
and human health and wellbeing.

Reduced environmental impacts caused by 
transportation.

Reduced greenhouse gas emissions.
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GREAT BIT BENEFITS  
 Demonstrate commitment and be recognized for improving building 

performance. 
 Streamline operations with a single program for all buildings under one 

portfolio. 
 Access tools and resources to help improve building performance and 

reduce operating costs. 
 Strengthen marketing and reporting through sound practices and 

alignment with positive brand recognition.   
 Shift resources from managing in-house sustainability standards to 

improving performance. 
 Gain third-party recognition for sustainability achievements to help 

demonstrate progress and commitment to stakeholders. 
 Empowers building operators through the development of assessment 

and implementation skills directly related to cost-saving and performance 
improvements. 

 Access to a community of experts and other building operators to support 
compliance paths along with peer-to-peer networking.  
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BIT PROGRAM ELIGIBILITY 
Entire buildings or tenant-controlled spaces are eligible for BIT certification. As 
such, the following criteria must be met as part of that eligibility: 
 

• The building must be constructed as a fixed structure on a permanent site. 
• An individual wing or a subset of a building or tenant-controlled space is 

not eligible however a project may exclude up to 10% of the project’s 
gross floor area (GFA) if separately metered. 

• No more than 20% if the project’s GFA may be classified as unfinished or 
unfitted. 

• The project must contain space designed and meant to be occupied 
continuously for more than 30 minutes per day. 
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A BIT OF PERFORMANCE METRICS 
Program participants commit to adopting BIT BUILDING’S 16 BEST PRACTICES FOR 
SUSTAINABLE OPERATIONS & MAINTENANCE and tracking the following three key 
performance metrics:  
 

1) Energy consumption 
2) Water consumption 
3) Waste production and diversion 

 
At a minimum, each metric must be tracked at one-month intervals and shared 
on an annual basis. 

LIL’ BIT’Y FEES 
Priced to be straight-forward and affordable for all participants, BIT Building 
charges a flat, participation fee for each project (building or tenant-controlled 
space) enrolled in the program. 
 
The flat subscription model minimizes expenses and adds predictability. Pricing is 
positioned as industry/sector specific at rates appropriate for most discretionary 
budgets, and discounts apply for volume enrollment. 
 
Paid at the time of project registration, the participation fee includes program 
enrollment granting access to BIT’s tools and resources along with certification 
review.  
   
For the most current fee structure, visit www.BITBuilding.org/s/about.  

 

  

http://www.bitbuilding.org/s/about
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BIT CERTIFICATION 
There are four, simple steps to achieving BIT certification 

 
 

STEP 1. ENROLL 
The journey towards meeting sustainability goals through the BIT Building program 
starts with enrollment of a project into the program.  
 
Interested participants may enroll their projects in one of three ways: 

1. Enrolling online at BITBuilding.org; 
2. Emailing BIT Building at info@BITBuilding.org; or 
3. Calling BIT Building at (404) 872-3549.  

 
Upon enrollment, participants are granted access to program tools and resources. 
These are provided to help drive the implementation of BIT’S BUILDING 16 BEST 
PRACTICES FOR SUSTAINABLE OPERATIONS & MAINTENANCE and are intended to help 
participants develop strategies and create mechanisms for continuous 
performance improvement. 
 
The initial enrollment period lasts for thirty-six (36) months beginning on the date 
of project enrollment. During the initial enrollment period, participants implement 
the 16 best practices, track performance, and work towards earning certification. 

Step 1. 
Enroll

Step 2. 
Implement

Step 3. 
Improve

Step 4.
Achieve

https://www.bitbuilding.org/s/register
mailto:info@BITBuilding.org
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Any participant unable to achieve BIT Building certification for their project at the 
end of the initial enrollment period will need to reenroll that project in order to 
maintain their current progress towards certification.  
 

TOOLS AND RESOURCES 
 
Expert Guidance | Experienced BIT Building staff provide participants with the 
necessary guidance towards achieving their certification and sustainable 
operations goals. This includes hosting an hour-and-a-half kick-off meeting to help 
jump start their journey towards sustainable operations success as well as two 
additional hour-long, check-in meetings. The additional meetings are to help 
develop strategies for implementation, provide tips for creating mechanisms for 
continuous performance improvement, and answer any other questions 
participants may have to help move them along through the certification process. 

 
Online Program Participant Platform | The BIT Building program utilizes two 
online platforms - BITBuilding.org and BIT-User.org - where program participants 
will find several tools and resources related to the BIT Building program. 
 

BITBuilding.org | This website enables participants to upload required 
submittals and track their progress towards certification. 

 
BIT-User.org | This website houses all of the program’s technical resources 
including the Program Manual, templates, examples, and worksheets. 

 
Templates, Worksheets, and Examples | Participants are provided with access to 
a variety of tools to help create and maintain sustainable operations best practices 
including worksheets for auditing building performance and templates to help 
create standard operating procedures. 
 
Knowledge Articles and Additional Resources | Program participants have 
access to a variety of knowledge articles and information related to sustainable 
operations and maintenance best practices from across the globe.  
 
Continuous Program Improvement | With a commitment to the program’s drive 
of continuous improvement, BIT Building staff continually refine the program to 
ensure maximum value for program participants. Through remaining abreast of 
industry trends, in-the-field knowledge of building operations and sustainable 

https://www.bitbuilding.org/s/
https://www.bit-user.org/
https://www.bitbuilding.org/s/
https://www.bit-user.org/
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facility management, along with participant feedback, the BIT Building program 
will ensure its recommended practices for sustainable operations are industry 
leading. 
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STEP 2. IMPLEMENT 
Next, program participants implement sustainable best practices. 

 

BIT BUILDING’S 
16 BEST PRACTICES FOR  

SUSTAINABLE OPERATIONS & MAINTENANCE 
BP01 Track performance data. 

BP02 Hold a sustainability planning meeting. 

BP03 Perform an energy audit every 5 years. 

BP04 Perform a water audit every 5 years. 

BP05 Perform a waste audit annually. 

BP06 Perform an indoor air quality audit annually. 

BP07 Maintain a preventative maintenance and operations plan. 

BP08 Implement refrigerant leak detection procedures. 

BP09 Implement water leak detection procedures. 

BP10 Implement a waste management plan. 

BP11 Implement green cleaning procedures. 

BP12 Implement an integrated pest management strategy. 

BP13 Evaluate alternative transportation options annually. 

BP14 Implement sustainable landscape and exterior maintenance 
procedures. 

BP15 Establish green purchasing criteria. 

BP16 Establish green building design and fit-out guidelines. 
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STEP 3. IMPROVE 
As best practices are implemented and performance metrics for energy, water, and 
waste are benchmarked and tracked, program participants then use this 
information to make improvements to current operations. As participants progress 
through the program, operational improvements are continually reviewed and 
refined helping to move closer towards BIT certification and achievement of 
sustainability goals. 

 
To achieve certification, participants gather and submit the required information 
for each of the 16 best practices. The submitted information is then reviewed by a 
BIT Building program assessor who provides the participant with feedback towards 
their goal of improving the operational performance of their building or tenant-
controlled space as well as their progress towards certification. 
 

Certification Review Process 
Once participants have implemented BIT BUILDING’S 16 BEST PRACTICES FOR 
SUSTAINABLE OPERATIONS & MAINTENANCE, they elect when to trigger a review of 
their submitted information by a BIT Building assessor. The certification review 
process consists of two (2) rounds of reviews and is the process of verifying that 
the project’s submissions demonstrate the implementation of the 16 best practices.  
 

Round 1. Initial Review (required) 
Participants submit the required documents outlined within each best 
practice for an initial review. BIT Building assessors will check submissions 
to ensure the submittals comply with the requirements outlined within each 
best practices.  

 
BIT Building assessors will provide the participant with its response to the 
initial review within ten (10) business days. The response will be the technical 
review of documentation submitted for the project and include: 

• Summary status of completed best practices. 
• Verification of the implementation and review status of each best 

practice. 
• Action steps needed for any additional information to complete 

verification of the best practice’s implementation. 
• Suggestions or recommendations for continuous improvement. 
• Verification of achievement designation. 
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Participants may accept the results of the initial review as final if satisfied or 
provide the additional information outlined in the initial review before 
submitting for final review. 

 
Round 2. Final Review (optional) 
The final review stage allows participants to provide any additional 
information requested during the initial review by the BIT Building assessor. 
Participants have until the end of their registration cycle to submit any 
supplemental information. 

 
BIT Building assessors will review the additional submitted information to 
ensure compliance with the requirements outlined within each best practice. 

 
BIT Building assessors will provide the participant with its response to the 
final review within ten (10) business days. The response will be the technical 
review of documentation submitted for the project and include: 

 
• Summary status of completed best practices. 
• Verification of the implementation and review status of each best 

practice. 
• Reasons for noncompliance. 
• Suggestions or recommendations for continuous improvement. 
• Verification of achievement designation. 

 
Like the initial review, participants may either accept the final review results 
or submit for an appeal. 

 
Appeals (optional, fees apply) 
After the final review, any participant not satisfied with the final decision 
may elect to appeal the decision. Any participant interested in appealing a 
final review will need to pay the appeal fee. Once paid, the participant will 
need to submit additional information to complete the requirements of any 
of the best practices.  

 
Based on the submitted supplemental information, BIT Building assessors 
will review the previously unverified best practice(s) and reconsider any 
previously made decision on completion of that best practice.  

 
BIT Building assessors will respond to the appeal within 10 business days. 
The decision on the appeal may be accepted or not accepted by the 
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participant. If the participant would like to appeal this decision, they are 
welcome to do so.  

 
There is no limit on the amount of appeal reviews participants can initiate. 

 
Additionally, participants can have their required documentation reviewed either 
concurrently or separately. 
 

Concurrent Review  
Participants can elect to have the submitted documentation required for 
each of the 16 best practices reviewed at the same time. Those 
participants choosing a concurrent review would gather all required 
documentation for all 16 best practices and then trigger a review by a BIT 
Building assessor. 

 
Separate Review 
Participants can elect to have the submitted documentation required for 
each of the 16 best practices reviewed upon fulfillment of the 
requirements of each best practice. Those participants choose a separate 
review would gather all the required documentation for an individual 
best practice (or a group of best practices) and then trigger a review by a 
BIT Building assessor. 

 
A project achieves certification once all required submittals are reviewed and 
approved. 
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STEP 4. ACHIEVE 
Congratulations!! Time to earn recognition for those efforts and achievements! 
Projects can achieve certification recognition at one of the four levels described 
below and depending on performance improvement.  
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 

Achievement designation thresholds are assessed based on comparing twelve (12) 
consecutive months of the most recent consumption data with the project’s 
baseline data. There are no restrictions on the amount of time that can pass 
between the last date included in the baseline period and when a building elects 
to pursue an achievement designation.  
 
Achievement designations are considered active for the twelve (12) months 
following their award, and projects have the opportunity to renew the designation 
annually through recertification. 

30 

10 
Projects achieving the BIT BUILDING CERTIFIED10 designation 
have adopted all 16 sustainable best practices for operations 
and maintenance and have achieved a 10% or more 
improvement over baseline in at least 2 of the 3 performance 
metric categories 

20 
Projects achieving the BIT BUILDING CERTIFIED20 designation 
have adopted all 16 sustainable best practices for operations 
and maintenance and have achieved a 20% or more 
improvement over baseline in at least 2 of the 3 performance 
metric categories 

Projects achieving the BIT BUILDING CERTIFIED designation have 
adopted all 16 of the sustainable best practices for operations 
and maintenance. 

Projects achieving the BIT BUILDING CERTIFIED30 designation 
have adopted all 16 of the sustainable best practices for 
operations and maintenance and have achieved a 30% or more 
improvement over baseline in at least 2 of the 3 performance 
metrics categories. 
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BIT RECERTIFIED 
Previously BIT Building certified projects are encouraged to maintain their 
certifications throughout the life of the building or tenancy through annual 
recertification.  
 
Earning BIT RECertified designation not only helps participants to ensure their 
building or tenant space continues to perform at its intended level through the 
process of ongoing performance metrics tracking but also continues to 
demonstrate participants’ commitment to reducing their environmental footprint 
through sustainable operations and maintenance. 
 
All previously certified BIT Building projects are eligible for a BIT RECertified 
designation no matter when their initial certification expired. Projects can achieve 
one of the four recertification designations below once all required submittals are 
reviewed and approved. 
 
Projects pursuing a BIT RECertified designation are only required to submit the 
items listed under the BIT RECertified Submittal Requirements section in Table 1 
below unless the project has experienced major changes that would significantly 
affect the overall performance of the project (e.g. major renovations, additions, 
etc.). 
 

Projects achieving the BIT RECertified designation have 
reaffirmed all 16 of the sustainable best practices for 
operations and maintenance and have maintained or 
improved their operational performance relative to the 
previous achievement threshold. 

 
Projects achieving the BIT RECertified10 designation have 
reaffirmed all 16 of the sustainable best practices for 
operations and maintenance and have maintained or 
improved their operational performance of 10% or more 
relative to the previous achievement threshold. 

 
Projects achieving the BIT RECertified20 designation have 
reaffirmed all 16 of the sustainable best practices for 
operations and maintenance and have maintained or 
improved their operational performance of 20% or more 
relative to the previous achievement threshold. 

BIT RECERTIFIED 

BIT RECERTIFIED10 

BIT RECERTIFIED20 
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Projects achieving the BIT RECertified30 designation have 
reaffirmed all 16 of the sustainable best practices for 
operations and maintenance and have maintained or 
improved their operational performance of 30% or more 
relative to the previous achievement threshold. 

 
Participants looking to recertify their projects can do so by following the steps 
below: 
 

1. Sign in to BITBuilding.org to access their project for recertification. 
 

2. Collect and submit the required documentation as outlined in the 
Maintenance Frequency column in Table 1. below. sections within each best 
practice below. 
 

3. Submit a BIT RECertified review request and pay the fee that covers an initial 
review and a final review 
 

4. A BIT Building assessor will perform a review of the submitted information 
and will notify the participant of their results. 

  

BIT RECERTIFIED30 

https://www.bitbuilding.org/s/about
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TABLE 1. BIT CERTIFIED AND BIT RECERTIFIED SUBMITTAL REQUIREMENTS 

Best Practices 
Submittal Requirements Maintenance 

Frequency 
Related Best 
Practice(s) BIT Certified BIT RECertified 

BP01 Basic Performance 
Data Tracking 

 12 – 36 months (36 months is preferred) of 
the most recent performance metrics data. Annually  BP02 

BP03 
BP04 
BP05 
BP09 

And one of the following: 
 Option 1. Project information sheet 
             or 
 Option 2. ESPM account access 

Only once upon project 
registration 

BP02 
Annual 

Sustainability 
Planning 

 Summary report from the annual 
sustainability planning meeting. Annually All 

BP03 Energy Audit & 
Planning 

 Energy audit report. Quinquennially  
BP01 
BP02 
BP07 

BP04 Water Audit & 
Planning  Water audit report. Quinquennially 

BP01 
BP02 
BP07 
BP09 
BP14 
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Best Practices 
Submittal Requirements Maintenance 

Frequency 
Related Best 
Practice(s) BIT Certified BIT RECertified 

`BP05 Waste Audit & 
Planning  Waste audit report. Annually 

BP02 
BP10 
BP16 

BP06 Air Quality Audit & 
Planning  IAQ audit report Annually 

BP02 
BP09 
BP08 
BP11 
BP12 

BP07 
Preventive 

Maintenance & 
Building Operations 

 Building or Tenant-controlled space 
operating plan. 

 Preventative Maintenance Plan 
Quinquennially 

BP03 
BP06 
BP08 

BP08 Refrigerant Leak 
Detection 

 Log of leak tests, results, and repairs Annually  

BP07 

 Inventory of HVAC refrigerant-using 
equipment. 

 Written refrigerant leak detection testing 
procedures. 

 
*For tenant-controlled space, see Best Practice for 
additional details. 

Quinquennially 

BP09 Water Leak 
Detection  Water leak detection procedures. Quinquennially 

BP01 
BP04 
BP14 
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Best Practices 
Submittal Requirements Maintenance 

Frequency 
Related Best 
Practice(s) BIT Certified BIT RECertified 

BP10 Waste 
Management  Waste management plan. Quinquennially 

BP02 
BP05 
BP15 

BP11 Green Cleaning 

 Green cleaning plan. 
             or 
 Green cleaning certification from contracted 

service provider. 

Quinquennially 

BP06 
BP09 
BP10 
BP12 
BP15 

BP12 Integrated Pest 
Management 

 IPM plan. 
             or 
 IPM certification from contracted service 

provider. 

Quinquennially BP06 
BP14 

BP13 Alternative 
Transportation 

 Alternative transportation assessment 
report. Annually BP02 

BP14 
Landscape & 

Exterior 
Maintenance 

 Landscape and exterior site maintenance 
plan. 

 
*For tenant-controlled space, see Best Practice for 
additional details. 

Quinquennially 

BP02 
BP09 
BP10 
BP12 
BP15 
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Best Practices 
Submittal Requirements Maintenance 

Frequency 
Related Best 
Practice(s) BIT Certified BIT RECertified 

BP15 Green Purchasing  Green purchasing guidelines. Quinquennially 

BP02 
BP05 
BP10 
BP16 

BP16 
Green Building 

Design &  
Fit-Out 

 Green building design and fit-out 
guidelines. 

 
*For tenant-controlled space, see Best Practice for 
additional details. 

Quinquennially 
BP02 
BP10 
BP15 
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GETTING STARTED BIT-BY-BIT 
BIT BUILDING’S 16 BEST PRACTICES FOR SUSTAINABLE OPERATIONS & MAINTENANCE can 
be implemented in any order, however, for those participants who may need some 
guidance on getting started, this section provides suggested ways to move 
through the certification process.  
 
Please note that these are only suggested steps and not required to be followed 
in this order.  

SUGGESTED STEPS TOWARDS CERTIFICATION 
Step 1. Understand Current Overall Performance 
Step 2. Understand Current Operations Performance 
Step 3. Strategize Operational Efficiency Improvements  
Step 4. Implement Performance Improvement Strategies 
 
 
Step 1. UNDERSTAND CURRENT OVERALL PERFORMANCE 

 

Gaining an understanding the project’s current overall performance 
as it related to sustainable operations through baselining. 

 
It’s difficult to improve what you don’t measure. By starting with this 
best practice, participants establish a baseline for the performance of 
their project. This baseline can then serve as a starting point for 
setting sustainable operations goals and provide comparison points 
for evaluating future sustainability initiatives as well as overall 
performance trends. 

  

Best Practice(s):   BP01 Basic Performance Data Tracking 
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Step 2. UNDERSTAND CURRENT OPERATIONS PERFORMANCE 

 

Gaining an understanding the project’s current metrics performance 
as well as gathering information for recommended steps to improve 
those metrics through audits. 

 
By understanding the individual components that drive the overall 
performance of the project and identifying potential efficiency 
improvements, these best practice help building operators set the 
stage for long-term efficiency planning. 

 
Step 3. STRATEGIZE OPERATIONAL EFFICIENCY IMPROVEMENTS 

 

Strategizing the implementation of best practices by meeting with 
key players that help drive operational efficiencies. 
 
Once recommendations to improve the efficiency of the project’s 
operations, the next step is to meet with key team members to create 
a plan and implement strategies that achieve long-term, sustainable 
operations and maintenance goals. 

 
Step 4. IMPLEMENT PERFORMANCE IMPROVEMENT STRATEGIES 

Implementing performance improvement strategies to help to 
improve operational performance and reach sustainability goals. 

 
Once there is a clear direction of how to implement efficiency 
improvements to achieve both short- and long-term sustainability 
goals, the next step is to implement those performance improvement 
strategies.  
 
This last suggested step towards certification is divided into 3 parts: 

 

Best Practice(s):  BP03 Energy Audit & Planning 
BP04 Water Audit & Planning 
BP05 Waste Audit & Planning 
BP06 IAQ Audit & Planning 

Best Practice(s):  BP02 Annual Sustainability Planning Meeting 
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1. Internally-driven best practices can usually be implemented 
internally 

2. Partnership-driven best practice may require external 
partnerships for successful implementation 

3. Future-looking best practices are only used periodically. 
 

Internally-Driven Best Practices 

 

The best practices above consist of the usual types of operational 
activities that can be improved without the need of meeting with or 
having consent from external vendors. Therefore, it may be easier 
and faster to implement improvements to these operational 
activities. 

 
  Partnership-Driven Best Practices 

 

The best practices above consist of the types of operations activities 
that usually need a meeting with and/or consent from external 
parties as these are services that are generally provided by 3rd parties. 
Therefore, implementation of improvements to these operations 
activities may take additional time to implement including the 
change to operations may not take effect until renewal of the service 
contract. 

 
Future-Looking Best Practices 

 

In general, this best practice only affects operational performance 
during times of construction and renovation. Therefore, waiting to 
focus on the requirements of this best practice until after the others 

Best Practice(s):  BP07 Preventative Maintenance & Operations 
BP08 Refrigerant Leak Detection 
BP09 Water Leak Detection 
BP13 Alternative Transportation 
BP15 Green Purchasing 

Best Practice(s):  BP10 Waste Management 
BP11 Green Cleaning 
BP12 Integrated Pest Management 
BP14 Landscape & Exterior Maintenance 

Best Practice(s):  BP16 Green Building Design & Fit-Out 
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have been implemented will maximize the benefits created by the 
implementation of the operational improvements. 
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Suggested Steps Towards Certification 
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Landscape & 

Exterior 
Maintenance 

BP16 
Green Building Design 

& Fit-Out 

BP06 
IAQ Audit & 

Planning 

BP02 
Annual 

Sustainability 
Planning 
Meeting 
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Suggested Steps Towards Certification 
 Objective Task Best Practice 

Step 1. 

Establish and maintain a data 
tracking system that tracks energy 
consumption, water consumption, 
and waste generation on a regular 

basis. 

 Gather 1 to 3 years of the most recent performance data 
for energy consumption, water consumption, and waste 
generation to serve as a baseline. 

 Setup a process to track performance data on a regular 
basis (at least monthly).  

BP01 
Basic Performance 

Data Tracking 

Step 2. 
Perform an energy audit to 

understand current energy use and 
discover ways to improve use 

energy more efficiently. 

 Review the project's current energy consumption 
through an energy audit. 

 Using audit results, discover ways to use energy more 
efficiently including no- and low-cost energy-efficiency 
measures.  

BP03 
Energy Audit & 

Planning 

Step 3. 
Perform a water audit and 

discover ways to improve water 
use habits. 

 Review the project's current water consumption through 
a water audit. 

 Using audit results, discover ways to use water more 
efficiently no- to low-cost water efficiency measures.  

BP04 
Water Audit & 

Planning 

Step 4. Perform a waste audit and 
discover ways to reduce waste. 

 Review the project's current waste generation and 
diversion processes. 

 Using the audit results, discover ways to reduce waste 
generation and improve waste diversion practices.  

BP05 
Waste Audit & 

Planning 

Step 5. Perform an IAQ audit and discover 
ways to improve indoor air quality. 

 Measure the air quality within the project through an 
indoor air quality audit. 

 Using the audit results, discover ways to improve the 
project's indoor air quality.  

BP06 
IAQ Audit & Planning 
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Suggested Steps Towards Certification 
 Objective Task Best Practice 

Step 6. Create a plan to guide operational 
improvements. 

 Compile a summary of the energy, water, waste, and IAQ 
audits. 

 Review current performance data and audit results with 
key stakeholders. 

 Establish goals for improving overall operational 
performance. 

 Create and implement strategies that will drive the 
success of improved operational goals.  

BP02 
Annual Sustainability 

Planning Meeting 

Step 7. 
Create and maintain an operations 
and preventive maintenance plan 
to improve building performance. 

 Develop an operating plan outlining how the project 
should operate under normal conditions. 

 Based on the operating plan, identify underperforming 
equipment or processes. 

 Create a preventative maintain plan to help ensure the 
proper operation of equipment and processes.  

BP07 
Preventative 

Maintenance & 
Operations 

Step 8. 
Create and implement refrigerant 

leak detection procedures to 
reduce refrigerant leaks. 

 Create and maintain a list of refrigerant-using equipment 
and systems within the project. 

 Obtain information on any governing refrigerant 
management regulations. 

 Maintain a log of refrigerant leak tests, results, and 
repairs. 

 Create refrigerant leak detection procedures.  

BP08 
Refrigerant Leak 

Detection 

Step 9. 
Create and implement water leak 
detection procedures to reduce 

water leaks. 

 Create and maintain a list of water-using fixtures within 
the project. 

 Create water leak detection procedures.  

BP09 
Water Leak Detection 

Step 10. 
Create and implement an 

alternative transportation program 
that reduces the need for building 

occupants to use automobiles. 

 Review current options for alternative transportation. 
 Identify opportunities to improve alternative 

transportation options. 
 Create and/or modify current alternative transportation 

options to reinforce overall sustainability goals. 

BP13 
Alternative 

Transportation 
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Suggested Steps Towards Certification 
 Objective Task Best Practice 

Step 11. 
Create and implement a 'green' 
purchasing policy to help reduce 

waste. 

 Compile and review 12 months of the most recent 
purchases for the project. 

 Identify opportunities to make better purchasing 
decisions that to help reduce waste. 

 Establish green purchasing goals. 
 Create and implement purchasing guidelines and 

strategies that align green purchasing goals.  

BP15 
Green Purchasing 

Step 12. 
Create and implement a waste 

management plan that promotes a 
culture of waste minimization. 

 Review current waste management practices. 
 Identify opportunities to improve current waste 

management processes and strategies for guiding 
purchasing and waste diversion behaviors. 

 Establish waste diversion goals. 
 Create and implement a waste management plan that 

aligns with waste diversion goals. 

BP10 
Waste Management 

Step 13. 

Create and implement a cleaning 
policy that establishes that is least 
harmful to human health and the 

environment and promotes 
operational efficiency. 

 Review current cleaning practices and all products and 
materials used for cleaning. 

 Identify opportunities to improve current practices by 
focusing on strategies to reduce the exposure of toxic 
chemicals to building occupants and the surrounding 
environment through use of improved cleaning products 
and materials. 

 Identify opportunities to reduce energy and water 
consumption through improved cleaning practices and, 
where necessary, cleaning equipment. 

 Create and implement cleaning guidelines using practices 
that align with sustainability goals.  

BP 11 
Green Cleaning 
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Suggested Steps Towards Certification 
 Objective Task Best Practice 

Step 14. 

Create and implement a pest 
management plan that focuses on 

long-term prevention strategies 
that are least harmful to human 

health and the environment. 

 Review current pest management practices and all 
products and materials use for controlling pests. 

 Identify opportunities to improve current practices by 
focusing on strategies to reduce the exposure of toxic 
chemicals to building occupants and the surrounding 
environment through use of an integrated pest 
management program. 

 Establish goals that will guide healthier pest management 
policies. 

 Create and implement pest management guidelines using 
practices that align with sustainability goals. 

BP12 
Integrated Pest 
Management 

Step 15. 

Create and implement a landscape 
and exterior maintenance plan 

that uses best practices that 
maximize human health, comfort, 
and safety and minimize adverse 

environmental effects. 

 Review current landscape and exterior maintenance 
practices. 

 Identify opportunities to improve current landscape and 
exterior maintenance practices that reinforce sustainable 
operations efforts and reduce negative environmental 
effects. 

 Establish goals that will guide improved landscape and 
exterior maintenance policies. 

 Create and implement landscape and exterior 
maintenance guidelines using strategies and practices 
that align with sustainability goals. 

BP14 
Landscape & Exterior 

Maintenance 

Step 16. 
Create and implement green 

building design and fit-out 
guidelines. 

 Create design and fit-out guidelines for the project that 
promotes green strategies and improve building 
performance. 

 Review and update guidelines on a regular basis.  

BP16 
Green Building Design 

& Fit-Out 
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BP01 BASIC PERFORMANCE DATA TRACKING 
This first best practice is at the core of the BIT Building program as it guides BIT 
participants in the creation and implementation of an ongoing benchmarking and 
performance data tracking system.  
 
Providing 1 to 3 years of the most recent performance data for the building or 
tenant space to establish a baseline for the project’s operations performance. This 
baseline then serves as a starting point for setting sustainable operations goals 
and provide comparison points for evaluating future sustainability initiatives as 
well as overall performance trends. 
 
After establishing a baseline and continuing to track performance data, BIT 
participants can then set building performance goals and prioritize potential 
upgrade opportunities. 
 
Additionally, benchmarking helps BIT participants understand how their building 
or tenant space performs relative to projects of similar size, operating in similar 
climates, and located in similar geographic regions. Once a benchmark has been 
established, the continuous monitoring of building performance metrics through 
the established data tracking system then helps verify any efforts made towards 
sustainability goals result in improved performance. 
 
This best practice encourages the continual flow of information to help ensure the 
effectiveness of sustainable operations and maintenance strategies.  

OBJECTIVE 
For each building or tenant-controlled space, establish and maintain a 
benchmarking and data tracking system where energy consumption, water 
consumption, and waste generation are tracked on a regular basis. 

SUBMITTAL REQUIREMENTS 
The following submittals are required in order to fulfill the objective of this best 
practice. 
 
Option 1. Share performance metrics via BITBuilding.org 

 Complete and submit project information. 
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 Submit 12 - 36 months (36 months is preferred) of the most 
recent, reliable, and accurate performance metrics data for the 
project’s energy consumption, water consumption, and waste 
production.  
 
Examples of acceptable forms of performance metrics data are 
utility bills for energy and water consumption and waste hauler 
reports for waste production and diversion. 

 

OR 
 

Option 2. Share performance metrics via ENERGY STAR® Portfolio 
Manager®  
 Create an ENERGY STAR Portfolio Manager (ESPM) account. 
 Enter 12 - 36 months (36 months is preferred) of the most recent, 

reliable, and accurate performance metrics data for the project’s 
energy consumption, water consumption, and waste production 
and diversion.  

 Share access to the ESPM account with BIT Building. 
 

Note: See the Implementation Guidance section at the end of this Best 
Practice for steps on creating and sharing the ESPM account associated with 
the project. 

 
   

Projects Unable to Acquire Performance Metrics Data 
In rare cases where projects are unable to obtain performance metrics data, 
those participating projects should contact BIT Building and these instances 

will be reviewed on a case-by-case basis. 
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IMPLEMENTATION GUIDANCE 
The following are recommended steps for implementing this best practice. 

 
Submittal Requirement Option 1. 
Step 1. Gather and enter the following information about the project into the 

BIT Project Information page (or print, complete, and upload to the BIT 
website): 
 Basic project information including: 

• Street address 
• City 
• State/Province 
• Postal Code 
• Country 
• Year property was constructed or experienced a complete 

renovation. 
• Gross floor area (GFA) of the project.  

The GFA is the sum of all usable floor area within the project. 
To calculate the project’s GFA, multiply the square footage of one floor times the 
number of floors in the project. 
Subtract the square footage of any elevator shafts or rooms that house only 
equipment used for the building's operation. 
Exclude non-enclosed (e.g. covered walkways, decks, porches, etc.). 

• Total square footage of regularly irrigated vegetated area 
for the project, if applicable. 

 
Step 2. Gather and submit 12 – 36 months of performance metrics data for 

the project. This data is usually submitted in the form of utility bills 
however all submitted data must include the following: 
 
Energy Performance Metrics 
 Total energy consumed by the project including:  

• Energy source (e.g., electric, natural gas, propane, etc.) 
• Units (e.g., kBtu, kWh, etc.) 
• Start date: first day of the billing cycle 
• End date: last day of the billing cycle 
• Usage: amount of energy consumed between the Start 

and End dates 
• Estimated: is energy consumption estimated (yes or no?) 

 
 Total energy generated by the project including: 

• Energy source (e.g., solar, wind, etc.) 
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• Units (e.g., kBtu, kWh, etc.) 
• Start date: first day of the generation cycle 
• End date: last day of the generation cycle 
• Usage: amount of generated energy used onsite between 

the Start and End dates 
• Exported: amount of generated energy exported offsite 

between the Start and End dates 
• Estimated: is energy generation estimated (yes or no?) 
• Estimated: is energy consumption estimated (yes or no?) 
• Ownership: Is the energy generation system owned by 

this project (yes or no?) 
 

Water Performance Metrics 
 Total water consumed by the project including:  

• Type of water supplied (e.g., potable, reclaimed, well 
water, etc.) 

• Units (e.g., ccf, kGal, MGal, etc.) 
• Start date: first day of the billing cycle 
• End date: last day of the billing cycle 
• Usage: amount of water consumed between the Start and 

End dates 
• Estimated: is water consumption estimated (yes or no?) 

 
Waste Performance Metrics 

 Total waste generated by the project production metrics:  
• Type of waste stream (e.g., landfill, mixed recyclables, 

compost, etc.) 
• How often waste stream is serviced (e.g., regularly, 

intermittently, etc.) 
• Disposal destination (e.g., landfill, incineration, etc.) 
• Percent of waste material to disposal destination 
• Units (e.g., pounds, kilograms, tons, etc.) 
• Start date: first day of the billing cycle 
• End date: last day of the billing cycle 
• Quantity: amount of waste stream material generated 

between the Start and End dates 
• Estimated: is waste material production estimated (yes or 

no?) 
• Process used to collect and monitor waste-related metrics. 
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Submittal Requirement Option 2. 
Step 1. Add the participating BIT project to ENERGY STAR Portfolio Manager. 

a. Create an account or login to an existing account by visiting 
www.energystar.gov/portfoliomanager. 

b. Click Add a Property and enter the appropriate information 
about the project including the property type, number of 
buildings. Be sure to select Existing for the Construction status 
then click the Get Started! button at the bottom of the page. 

c. Enter all required information about the property including its 
use details such as gross floor area (GFA), operating hours, and 
number of workers. 

Note: default or temporary values may be selected at this time and more 
accurate information can be entered later. 

d. When you have successfully added all information about the 
project, click Continue to move to the property’s Summary tab. 

 
Step 2. Enter 12 – 36 months of performance metrics data into ESPM. 

a. Click on your property from the MyPortfolio tab 
b. Select either the Energy, Water, or Waste & Materials tab 
c. Click Add A Meter. 
d. For energy and water meters: 

i. Select the type of energy or water used and the number 
of meters to create then click Get Started! 

ii. Click on a meter to enter units and first bill date. 
Note: if this meter reflects a bulk fuel purchase for an energy 
meter, select the Enter as Delivery? checkbox. 

iii. Click the blue arrow next to each meter to expand the 
section on the Your Meter Entries page. 

iv. Click Add Another Entry under the meter and enter data. 
Be sure to check the Estimation box if you are not 
including measured data for the entry. 

v. When complete click Continue. 
vi. Select the boxes of the meters that total your project’s 

energy or water use on the Select Meters to Include in 
Metrics page then click Apply Selections. 

e. For waste meters: 
i. Select the waste to be tracked and indicate what happens 

to the waste (e.g., recycled, composted, reused, etc.) and 
click CONTINUE. 

http://www.energystar.gov/portfoliomanager
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ii. Indicate how often the material is being collected (regular 
or intermittent), the units used for tracking, and if 
prompted, the first date it started being tracked then click 
CREATE METER(S). 

iii. Click the blue arrow next to each meter to expand the 
section on the YOUR METER ENTRIES page. 

iv. Click ADD ANOTHER ENTRY under the meter and enter data 
and check the ESTIMATION box if you are not including 
measured data for the entry. 

v. When finished, click CONTINUE. 
vi. Select the boxes of the meters that total project’s waste 

and materials on the SELECT METERS TO INCLUDE IN METRICS 
page and click APPLY SELECTIONS. 

 
Step 3. Share the project with BIT Building. 

a. Connect with Others 
i. Click CONTACTS in the upper right-hand corner of the 

screen. The directory shows your current list of contacts, 
including those with whom you are currently “connected.” 

ii. Click ADD CONTACT. 
iii. Find the BIT Building account by searching using any of the 

criteria below: 
• Name: BIT Building 
• Organization Name: BIT Building 
• Username: BIT_Building (please note the underscore in 

between the words ‘BIT’ and ‘Building’) 
• Email: info@BITBuilding.org 

iv. When you find the BIT Building account within the search 
results, click CONNECT to send a connection request.  

v. You will receive a confirmation once BIT Building accepts 
the sharing request. At that time, you will now be able to 
share information about the project’s performance with 
BIT Building program assessors.  

b. Share Properties 
i. Click: Share (or Edit Access to) a Property. 
ii. Select the project(s) from the drop-down to be shared 

with BIT Building from the drop-down menu. 
iii. Select BIT Building as the contact with whom to share 

these projects by clicking on the name. 
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iv. Select permissions for each project. Be sure the BIT 
Building contact has, at least, Read Only Access in order 
to view performance metrics. 

v. Click the Share Property(ies) button at the bottom of the 
screen. 

 
 
 
 
 
 
 

 
 
  

 

Additional information on setting up and sharing an ESPM account can be found 
online at Portfolio Manager® Quick Start Guide and  

ESPM BIT Building Share Guide. 
 

https://www.energystar.gov/sites/default/files/tools/Portfolio%20Manager%20Quick%20Start%20Guide_May%202019_Final_508_0.pdf?a85d-49cb
https://www.bit-user.org/sites/default/files/documentation/BIT%20ENERGY%20STAR%20Portfolio%20Manager_Quick%20Guide%20v1.pdf
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TOOLS AND RESOURCES 
 

• ESPM BIT Building Share Guide 
This quick-start guide provides simple steps to share your share your 
project(s) in ESPM with BIT Building 
 

• ENERGY STAR Portfolio Manager 
Create an account to input energy, water and waste information to establish 
your organization’s baselines and monitor performance over time. 
 
 
 

 

  

https://www.bit-user.org/sites/default/files/documentation/BIT%20ENERGY%20STAR%20Portfolio%20Manager_Quick%20Guide%20v1.pdf
https://portfoliomanager.energystar.gov/pm/login.html
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning 
The annual planning meeting is a good opportunity to review performance to date 
against your established baselines. 
 
BP03 Energy Audit & Planning 
The energy consumption baseline will be an important part of the audit evaluation 
process and used for measuring energy efficiency improvements over time. 
 
BP04 Water Audit and Planning 
The water consumption baseline will be an important part of the audit evaluation 
process and used for measuring water efficiency improvements over time. 
 
BP05 Waste Audit and Planning 
The waste consumption baseline will be an important part of the audit evaluation 
process and used for measuring waste reduction over time. 
 
BP09 Water Leak Detection 
Consistently maintained data can help detect water leaks, as consumption may 
suddenly increase or consistently increase over time, with no changes in use. 
 

  

Readiness Review Questions 

1. Are you able to locate and assemble utility bills for the last 12 to 36 months for each 
utility and meter? Thirty-six months is preferred for better baseline accuracy. 

2. Can you bulk download performance metrics from utility sites? 
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BP02 ANNUAL SUSTAINABILITY PLANNING 
Facility audits and assessments can reveal many opportunities for investing in 
improved performance, although implementing those opportunities sometimes 
require budgeting and planning focus. Usually, building and tenant-controlled 
space operators use an annual budgeting process to project operating costs and 
determine which projects will be funded over the next 12-month period. It’s 
important to wrangle information about green building opportunities together 
prior to that budgeting process, to ensure the most promising opportunities are 
considered for funding. 
 
This best practice helps project teams take stock of their previous sustainability 
efforts, celebrate successes, tune into lessons learned, and gather key details to 
support decision making for new projects. 
 
The planning process can be approached in a variety of ways, but the guiding 
principle is to use a strategy that will allow for steady, consistent progress in 
implementing BIT’s best practices for sustainable operations and maintenance and 
improving project performance. For some projects, the approach might be to focus 
on preparing for budgeting so that improvement opportunities are not stranded 
in the pre-funding stage. For other projects, an annual meeting might be more 
focused on communicating to stakeholders about sustainability achievements and 
upcoming projects. 
 
The intent of this best practice is to help building operators create a plan and 
implement strategies to achieve long-term, sustainable operations and 
maintenance goals that focus on maximizing occupant health, comfort, and safety 
while minimizing adverse environmental effects. 
 

OBJECTIVE 
Meet with key stakeholders on an annual basis to review sustainable operations 
and maintenance goals and results and create strategies to achieve future goals, 
including enhancing sustainable maintenance practices, identifying funding 
sources, conducting budget planning, and/or providing training and educational 
opportunities to building and/or tenant-space occupants. 
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SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 Summary report from the annual sustainability planning meeting that includes: 

• Date of meeting. 
• Names and titles of meeting attendees. 
• Summary of outcomes from previous year's sustainable operations 

initiatives (if applicable). 
• Summary of considered future sustainable operations initiatives. 
• Summary of strategies to implement achievable sustainable operations 

initiatives including: 
o Action steps. What are the specific, concrete, and comprehensive 

actions to implement these sustainable initiatives? 
o Delineation of tasks. Who are the responsible parties assigned 

to carry out these action steps? 
o Timelines and/or deadlines. When should these action steps be 

completed? 
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IMPLEMENTATION GUIDANCE 
The following are recommended steps for implementing this best practice. 
 
Step 1. Gather content documenting previous year’s activities and outcomes, if 

applicable, including: 
• Previously conducted audit reports. 
• Occupant and general feedback. 
• Established standard operating procedures 
• Yet-to-be-implemented measures recommended for 

consideration. 
• Performance metrics such as year-over-year analysis, baseline 

comparisons, and short- and long-term performance targets. 
• Current year’s sustainability-related goals, objectives, initiatives, 

outcomes, and achievements. 
o For tenant-controlled spaces:  

 Current year’s sustainability-related goals, 
objectives, initiatives, and outcomes that are shared 
between the tenant and owner/property 
management. 

 Current year’s sustainability-related goals, 
objectives, initiatives, outcomes, and achievements 
within tenant space 

• Lessons learned. 
• Recommended opportunities for improvement and how 

recommendations support core business objectives. 
o For tenant-controlled spaces:  

 How recommendations support core business 
objectives for both tenant and owner/property 
management. 

• Information on how other buildings have implemented similar 
techniques or best practices. 

• Estimates with costs and payback for sustainability projects of 
interest. 

 
Step 2. Compile list of attendees and communicate meeting goals. Meeting 

attendees should include decision-makers and those driving the 
sustainability and performance improvement strategy at the building - 
property/facility management, engineering personnel, key vendors, etc. 
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Step 3. Conduct the annual sustainability planning meeting. The outcome of the 
meeting should be consensus and clarity on the initiatives and goals that 
will be pursued in the coming year, understanding of the associated 
budgeting implications, and a delineation of next steps and responsible 
parties. Meeting topics should include: 

• Previous year’s activities and outcomes. 
• Occupant feedback, priorities, and concerns. 
• Options, recommendations, and strategies to achieve 

sustainability goals including how recommendations support 
core business objectives. 

• Initiatives to adopt for the coming year along with any potential 
funding for those initiatives to be incorporated into budget 
planning. 

• Delineation of next steps to responsible parties. 
• Celebrate achievements and acknowledge the individuals and 

groups that contributed to those successes. 
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EXAMPLES 
Example 1. Sample annual sustainability planning meeting summary report. 

 

https://www.bit-user.org/sites/default/files/documentation/BP02%20Annual%20Sustainability%20Planning%20Report_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• BIT Building ASP Meeting Summary Report Template 
Use this template to plan your yearly Best Practice initiatives as well as 
monitor all previously attempted initiatives. 
 

• Better Buildings Financing Navigator 
An online tool to helps public and private sector organizations find financing 
solutions for energy efficiency and renewable energy projects. 
 

• Database of State Incentives for Renewables & Efficiency® 
A comprehensive source of information on incentives and policies that 
support renewables and energy efficiency in the United States. 
 

• IncentiFind 
Database to help developers, property owners and tenants find tax incentives, 
grant programs, rebates, fee waivers, free assessments, bill credits and other 
types of incentives that promote a wide range of green measures. 
 

• EUI Analyzer 
This tool compiles publicly available data on actual building performance 
alongside industry references. It supports EUI goal-setting for projects that 
integrate an energy performance target where users can then make informed 
decisions on future and current building performance standards. 
 

• FHA’s Congestion Mitigation Air Quality Program (CMAQ) 
CMAQ funds are awarded through states or metropolitan planning 
organizations in air quality non-attainment areas for projects that reduce 
transportation-related emissions, including transit, bicycle, and pedestrian 
facilities. 
 

 

  

https://www.bit-user.org/sites/default/files/documentation/BP02%20Annual%20Sustainability%20Planning%20_Summary%20Report_TEMPLATE.xlsx
https://betterbuildingssolutioncenter.energy.gov/financing-navigator/about
https://www.dsireusa.org/
https://search.incentifind.com/
https://slipstreaminc.org/tools/eui-analyzer
https://www.fhwa.dot.gov/environment/air_quality/cmaq/
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RELATED BEST PRACTICES 
 
All Best Practices 
The annual sustainability planning process is a chance to consider the outcomes 
and opportunities across all other BIT best practices. The outcome of the effort 
could include tuning procedures and strategies based on lessons learned, 
earmarking budgets for identified capital projects. 
 

 
 
 
  

Readiness Review Questions 

1. How does the budgeting process work in your building or tenant space? What time of 
year does the planning start, and what information do decision-makers need to evaluate 
capital project opportunities? In many cases, funds for sustainability related initiatives 
come from a variety of sources, therefore understanding the budgeting categories, 
layers, and process is important to successfully move initiatives forward. 

2. Is there a dedicated asset management team for the project that determines the capital 
expenditures planning? If so, how best can you coordinate with those individuals and 
their typical planning process? 

3. Who should be responsible for developing a review of the previous year’s performance 
and sustainability initiatives in advance of the annual planning meeting? Similarly, who 
should compile a list of new initiatives that might be considered for the coming year? 

4. Who should participate in the meeting or receive meeting notes? Consider including 
decision-makers, those driving the sustainability and performance improvement strategy 
at the building, property/facility management and engineering personnel, 
finance/accounting, and in some cases vendor representatives. 

5. What incentives, rebates, or alternative financing options for efficiency projects are 
available in your location? 
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BP03 ENERGY AUDIT & PLANNING 
This best practice sets the stage for long-term efficiency planning for your building 
by quantifying the costs and savings associated with building-specific efficiency 
opportunities. 

The auditing process helps diagnose the cause of inefficiencies, identify 
opportunities for improvements through minor projects or operational tuning, and 
set the stage for longer-term planning by evaluating potential capital projects. The 
energy auditor will examine your project’s historic energy consumption data and 
mechanical systems to identify potential savings opportunities. 
 
The audit should be used as a tool to determine the project’s current energy 
performance, serve as a baseline for measuring all future improvements, and serve 
as a guide for evaluating and prioritizing energy efficiency initiatives.  
 
This best practice intends to help participants identify energy-saving and 
operations and maintenance improvement opportunities through a holistic, 
qualitative evaluation of all energy-using systems along with those features of the 
building that affect those systems. 
 

OBJECTIVE 
At least once every 5 years, perform an energy audit to understand the project’s 
energy consumption profile and discover opportunities for improvements through 
no- and low-cost energy conservation measures along with considerations for 
capital improvements.  
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 An energy audit report for the project performed within the last five (5) years 

that contains the following information: 
1. Date of audit. 
2. Current energy use analysis for the building or tenant-controlled space 

including: 
o Energy cost intensity (ECI) 
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o Energy use intensity (EUI) 
3. Breakdown of energy use by major equipment, systems, or end uses. 
4. Recommendations for conservation opportunities including no-cost and 

low-cost efficiency improvements. 
5. Economic analysis results. 

 
 
 
 
 
  

 

Tenant-Controlled Space Participants 
Tenant-controlled space participants may submit an energy audit for the 
building if 1) the submitted audit was performed within the last 5 years, 
2) the participant was a tenant within the building when the audit was 

performed and 3) the audit includes the items outlined above. 
 



 

BIT Building Program Manual   Page 51 of 151 

IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Review historical utility and onsite generation data for at least the 

previous 12 months through 36 months is recommended. 
 

Step 2. Review current utility rate structure and explore opportunities to receive 
a better price through use of another utility rate class. 

 
Step 3. Review current utility monthly use for patterns of irregularity (e.g. bill is 

estimated instead of actual consumption). 
 
Step 4. Survey the project for all features that affect energy consumption 

including building envelope, fenestrations, and energy-using 
equipment, systems, and fixtures. 

 
Step 5. Analyze the project’s energy use. 
 
Step 6. Identify low- and no-cost energy efficiency measures. 
 
Step 7. Identify potential energy efficiency capital improvements. 
 
Step 8. Summarize the results of the audit along with opportunities for 

improvement in an energy audit report. 
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EXAMPLES 
Example 1. Sample energy audit report. 

 

https://www.bit-user.org/sites/default/files/documentation/BP03%20Energy%20Audit%20%26%20Planning_Example_0.pdf
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Example 2. Sample energy audit recommendations for conservation and economic 
analysis. 

 
  

https://www.bit-user.org/sites/default/files/documentation/BP03%20Energy%20Audit%20%26%20Planning_Example_0.pdf
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TOOLS AND RESOURCES 
 

• ENERGY STAR Checklists for Energy-Saving Measures 
A checklist that includes common energy-saving measures for commercial 
buildings that are either low-cost or offer a rapid payback. 
 

• ENERGY STAR Product Finder 
A database to find ENERGY STAR certified products, including product details, 
rebates, and retailers near you. 
 

• Database of State Incentives for Renewables & Efficiency® 
A comprehensive source of information on incentives and policies that 
support renewables and energy efficiency in the United States. 
 

• IncentiFind 
Database to help developers, property owners, and tenants find tax incentives, 
grant programs, rebates, fee waivers, free assessments, bill credits, and other 
types of incentives that promote a wide range of green measures. 
 

• Commercial Building Energy Consumption Survey (CBECS) 
Repository of nationwide energy consumption data from commercial 
buildings, which is a useful reference for typical end-use breakdowns and 
average energy performance by building type. 
 

• EUI Analyzer 
A tool that compiles publicly available data on actual building performance 
alongside industry references. It supports EUI goal-setting for projects that 
integrate an energy performance target where users can then make informed 
decisions on future and current building performance standards. 
 

• BetterBricks 
Resource and tools to help building operators incorporate energy efficiency, 
and its many benefits, into their buildings and business practices. 
 

• Better Buildings Financing Navigator 
An online tool to help both public and private sector organizations find 
financing solutions for energy efficiency and renewable energy projects. 
 

  

https://www.energystar.gov/buildings/save_energy_commercial_buildings/ways_save/checklists
https://www.energystar.gov/products/spec
https://www.dsireusa.org/
https://search.incentifind.com/
https://www.eia.gov/consumption/commercial/data/2012/index.php?view=characteristics
https://slipstreaminc.org/tools/eui-analyzer
https://betterbricks.com/
https://betterbricks.com/
https://betterbuildingssolutioncenter.energy.gov/financing-navigator/about
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RELATED BEST PRACTICES 
 
BP01 Basic Performance Data Tracking 
Aggregating 12 to 36 months of utility data in advance is typical as auditors 
generally analyze historic energy consumption and cost data.  
 
BP02 Annual Sustainability Planning 
The energy audit results may include capital expenditures that need to be 
considered during the next capital expense budgeting cycle.  
 
BP07 Preventative Maintenance & Operations 
During the audit procedure, equipment schedules and setpoints will be compared 
against the intended operations strategy, which is ideally already documented in a 
Building or Tenant Space Operating Plan. If not, the audit can be used to develop 
this documentation. 

 

  

Readiness Review Questions 

1. Has a basic energy audit been conducted in the last five years? If so, you don’t need to 
repeat the process just yet, though you might consider doing quarterly or semiannual 
night walks in off years. 

2. Can you perform the work in-house, or do you need to bring in an external consultant? 
3. Are free audits available through utility incentive programs or other sources in your 

area? In some markets or for certain building types, free audits can be requested 
through programs that work to reduce grid-level energy demand. Mission-based and 
public organizations are sometimes able to obtain pro bono audits for their buildings. 
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BP04 WATER AUDIT & PLANNING 
This best practice sets the stage for long-term efficiency planning for your building 
by quantifying the costs and savings associated with building-specific water 
efficiency opportunities. The auditing process helps diagnose the causes of 
inefficiencies, identify low-hanging fruit for improvements through minor projects 
or operational tuning, and sets the stage for longer-term planning by evaluating 
potential capital projects. The audit will examine historic water consumption data 
and water-related systems to identify potential savings opportunities. 
 
This best practice intends to help the building operator identify water-saving and 
operations and maintenance improvement opportunities through a holistic, 
qualitative evaluation of all water-using systems within the building or tenant-
controlled space. 
 

OBJECTIVE 
At least once every 5 years, perform a water audit to help understand the project’s 
water consumption profile and discover opportunities for improvements through 
no- and low-cost water conservation measures along with considerations for 
capital improvements.  
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 A water audit report for the project performed within the last five (5) years 

contains the following information: 
1. Date of audit. 
2. Current water use analysis for the building or tenant-controlled space 

including: 
o Water cost intensity (WCI) 
o Water use intensity (WUI) 

3. Breakdown of water use by major equipment, systems, fixtures, or end 
uses. 

4. Recommendations for conservation opportunities including no-cost and 
low-cost efficiency improvements. 

5. Economic analysis results. 
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Projects Without Water-Using Fixtures 
This best practice is not required for program participants with zero water-
using fixtures. Please submit blueprints or a similar document with a brief 

narrative explaining the project layout.  
  

 

Tenant-Controlled Space Participants 
Tenant-controlled space participants may submit a water audit for the 
building to if 1) the submitted audit was performed within the last 5 

years, 2) the participant was a tenant within the building when the audit 
was performed and 3) the audit includes the items outlined above. 
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BEST PRACTICE GUIDANCE 
The following are recommended steps for completing this best practice. 

 
Step 1. Collect data. 

• Develop a LIST OF WATER END USES. 
• Obtain the location of all fixtures and systems that will be audited.  
• Develop a sampling plan 

 
Step 2. Estimate water use.  

• Determine the number of uses-per-fixture based on the fixture 
type. 

• Determine the percent of water use within the project that is 
heated. 

 
Step 3. Review utility bills.  

• Gather historical data for the previous 12 months (36 months is 
recommended) for all water and wastewater sources on site. 

 
Step 4. Perform a walk-through.  

• Examine water-using fixtures for their operation and any 
anomalies. 

• Assess accuracy of meters and submeters. 
• Examine water heating systems for their condition, age, and 

temperature settings. 
• Examine water-using HVAC systems to ensure proper operation. 

 
Step 5. Perform analysis.  

• Create a water use balance to show how water is used by the 
major use areas. 

• Determine water conservation measures including a description 
of existing water use, potential water conservation measure(s), 
potential water savings. 

• Identify low- and no-cost water efficiency measures. 
• Identify potential water efficiency capital improvements. 
• Generate a cost-benefit analysis. 

 
Step 6. Summarize the results of the audit in a water audit report.  
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EXAMPLE 
Example 1. Sample water assessment report. 

 
 
 

https://www.bit-user.org/sites/default/files/documentation/BP04%20Water%20Audit%20%26%20Planning_Example.pdf
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Example 2. Sample water assessment recommendations. 

 
  

https://www.bit-user.org/sites/default/files/documentation/BP04%20Water%20Audit%20%26%20Planning_Example.pdf
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TOOLS AND RESOURCES 
 

• BIT Building’s Water Audit Protocol 
Information and tips to help conduct a holistic and accurate water audit to be 
used in planning and implementing water efficiency improvements. 
 

• AWWA Water Audit Software 
The AWWA Free Water Audit Software is the industry standard tool for 
conducting annual water audits and using the results to guide a program for 
cost-effective water loss control and revenue recovery. 
 

• Commercial Building Water Fixture Efficiency Fact Sheet 
Tips for increasing water efficiency in commercial buildings. 
 

• Water Audit Guidance for Commercial Buildings 
The City Energy Project’s guide to help provide both an outline for procedural 
execution of audits and a detailed format for audit reports to provide a 
common basis for conducting water audits. 
 

• Water Efficiency and Self-Conducted Water Audits at Commercial and 
Institutional Facilities: A Guide for Facility Managers 
A guide highlighting common opportunities to improve water efficiency and 
lower operating costs in commercial and institutional facilities. 
 

 
  

https://www.bit-user.org/sites/default/files/documentation/BIT%20Building%20Water%20Audit%20Protocol.pdf
https://www.bit-user.org/sites/default/files/documentation/BIT%20Building%20Water%20Audit%20Protocol.pdf
https://www.awwa.org/Resources-Tools/Resource-Topics/Water-Loss-Control/Free-Water-Audit-Software
http://www.southface.org/wp-content/uploads/2016/11/Water-fixture-efficiency.pdf
https://www.cityenergyproject.org/wp-content/uploads/2019/05/City_Energy_Project_Resource_Library_Water_Audit_Guidance_For_Commercial_Buildings.pdf
https://www.sfwmd.gov/sites/default/files/documents/water_efficiency_improvement_self_assess_guide.pdf
https://www.sfwmd.gov/sites/default/files/documents/water_efficiency_improvement_self_assess_guide.pdf
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RELATED BEST PRACTICES 
 
BP01 Basic Performance Data Tracking 
Auditors typically analyze historic water and wastewater consumption and cost 
data as part of the audit process, so aggregating 12-24 months of operations utility 
data prior to the audit is typical; 36 months of data would be ideal. 
 
BP02 Annual Sustainability Planning 
The water audit results may include operational and/or capital expenditures that 
need to be considered during the next budgeting cycle. Use the Annual 
Sustainability Planning Meeting to assemble information from the audit about the 
operating and capital expense opportunities - including the financing 
requirements and options -- and associated savings. 
 
BP07 Preventative Maintenance & Operations 
During the audit procedure, auditors will validate that equipment schedules and 
setpoints are working as intended and will identify efficiency opportunities that 
might be related to maintenance strategies. 
 
BP09 Water Leak Detection 
The water audit results may include indications that there are water leaks present 
and reveal potential for leak detection strategies. Review the water leak detection 
best practice requirements to optimize the audit process to consider the best leak 
detection approach. 
 
BP14 Landscape & Exterior Maintenance 
Proper irrigation management is included in this best practice. Use the water audit 
and planning meeting to address irrigation-related metering, operations, and 
efficiencies. Items to consider would be weather-based irrigation controls and 
submetering. 
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Readiness Review Questions 

1. How many water meters are associated with the building or tenant-controlled space, 
and are they easily accessible? Are there submeters in addition to any utility-owned 
meters? 

2. Who can provide access to water bills for the building? Ideally, obtaining bills for the 
most recent 12-36 months will help establish a water use baseline and observe seasonal 
trends. 

3. Is there an existing inventory of the number, model, and flush/flow rate of installed 
bathroom fixtures? The audit can be used to either validate existing records or establish 
a new fixture inventory. 

4. Where is water for the facility supplied from? This might include more than one source 
such as municipal potable water, municipal reclaimed water, direct groundwater 
withdrawals, rainwater collection, or other sources. 

5. What are the water-using systems or processes for the building or serving the tenant-
controlled space? The presence of cooling towers, irrigation, commercial kitchens, or 
onsite laundry will inform the specific audit focus for your project. 
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BP05 WASTE AUDIT & PLANNING 
This best practice ensures that building waste management is informed by the 
granular details of waste flows and materials necessary to create effective, project-
specific programs to minimize waste going to landfills. 
 
A waste audit is a simple and economical way to generate quantitative, actionable 
analysis of what is in your project’s waste stream, and the relative amounts of each 
material. A waste audit will help determine the project’s current waste performance 
including the types and quantities of waste generated and leaving the project as 
well as an assessment of proper waste diversion techniques (e.g., recyclables are 
cleaned before being placed in receptacles). Provide a baseline for measuring all 
future improvements to the waste diversion process or, in subsequent years, a 
determination of successes and opportunities against previous years audit results. 
And identify opportunities for furthering waste diversion goals. 
 
This best practice intends to help the building operator reduce adverse 
environmental effects caused by products and materials acquired, used, and 
disposed of for the normal operations of the business. 
 

OBJECTIVE 
At least once a year, perform a waste audit to help understand the project’s current 
waste generation and diversion processes and discover opportunities for 
improvement.  
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 A waste audit report for the project that contains the following information: 

• Date of audit. 
• Audited waste stream categories. 
• Audit results. 
• Recommendations for opportunities for improvement. 

  



 

BIT Building Program Manual   Page 65 of 151 

BEST PRACTICE GUIDANCE 
The following are recommended steps for completing this best practice. 
 
Step 1. Create a waste diversion and committed to furthering the company’s 

overall waste reduction goals. 
 
Step 2. Create use-type categories for each space based on the project type 

or size and then categorize different spaces by use-type.  
 
Step 3. Determine a representative waste sample. 
 
Step 4. Do not notify building occupants prior to conducting the audit to 

get a clear picture of waste habits under typical conditions. 
 
Step 5. Audit a representative waste sample from each space category. 
 
Step 6. Sort by the five largest waste stream types and amounts. Separate 

the material in each stream into key material types and measure the 
amounts by weight or volume. 

 
Step 7. Analyze effectiveness of the current waste process. Look for 

evidence that building occupants may not understand the building’s 
recycling/composting program and improve your waste 
management and communication strategy accordingly. 

 
Step 8. Calculate the current diversion rate and summarize the results.  
 
Step 9. Analyze the audit results to discover for opportunities for 

improvement including source-reduction opportunities for both 
recyclable and non-recyclable materials.  

 
Step 10. Share the audit results and implement methods for improvement 

including meeting with waste hauling vendors and/or building 
management to implement new waste diversion initiatives.  
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EXAMPLES 
Example 1. Sample waste audit report. 

 

https://www.bit-user.org/sites/default/files/documentation/BP05%20Waste%20Audit%20Report_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• BIT Building Waste Audit Workbook 
Use this customized worksheet to record the findings of your project’s waste 
audit including audit results and recommendations for improvement. 
 

• EPA’s Managing and Reducing Wastes: A Guide for Commercial Buildings 
Tools and resources to help facility managers, building owners, tenants and 
other stakeholders improve waste management in their buildings, reduce 
costs and enhance sustainability. 
 

• Records Examination Worksheet (interactive) 
Worksheet to record data on waste generation and cost information. 
 

 

  

https://www.bit-user.org/sites/default/files/documentation/BP05%20Waste%20Audit%20Workbook.xlsx
https://www.epa.gov/smm/managing-and-reducing-wastes-guide-commercial-buildings
https://www.bit-user.org/sites/default/files/documentation/Records%20Examination%20Worksheet.xls
https://www.bit-user.org/sites/default/files/documentation/Records%20Examination%20Worksheet.xls
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning Meeting 
Each year, waste audit results should provide a key opportunity for sustainability 
planning. By identifying the building’s most significant waste streams, and how 
effectively those streams are being minimized/diverted, critical decisions can be 
made as to adjusting collection methods, purchasing programs, or hauler 
relationships. 
 
BP10 Waste Management Plan 
The waste audit results should directly inform changes to the building Waste 
Management Plan. A new material type or stream may require new collection 
points, signage, or sorting avenues. Changes in occupant behavior may inspire 
fresh communication channels or messaging. The Waste Management Plan is 
your building’s functional response to the opportunities and challenges revealed 
by the waste audit process. 
 
BP16 Green Building Design & Fit-Out 
Incorporating waste management strategies for fit-out and renovation projects 
into the overarching waste diversion guidelines for the company helps to align 
waste diversion processes throughout the entire organization. 
 
 
 
  

Readiness Review Questions 

1. What are the waste diversion channels already in place at the project? Does the building or 
tenant-controlled space currently recycle or compost a portion of the generated waste? 

2. What tracking data, if any, is accessible for the building’s ongoing waste diversion rate? Does your 
hauler (or ownership/property management, for tenant-controlled spaces) provide informative 
reports about the amount of waste being landfilled, recycled, composted, etc.? 

3. Who might be able to perform a waste audit at your facility? Is this a service your existing 
hauler(s) provides? Are there local experts in waste management who might lead that effort? Or 
do you have the personnel capacity in-house to audit the buildings waste stream? 

4. Does the building have a physical space appropriate for conducting a waste audit? Most often, an 
area adjacent to the waste collection area (a loading dock or parking lot, weather permitting) is 
employed for this purpose.   

5. Who needs to be recruited to channel the audit-targeted waste for the effort? Usually, the 
building custodial staff needs to be made aware that the waste generated for the audit sample 
needs to be deposited in a different location, and that all of it needs to be placed there (rather 
than just a portion). Even better is to have bags labeled during collection to identify their 
originating source within the building. 



 

BIT Building Program Manual   Page 69 of 151 

BP06 AIR QUALITY AUDIT & PLANNING 
This best practice helps buildings maintain good indoor air quality (IAQ) and avoid 
IAQ-related complaints and air quality hazards. The basic audit approach largely 
relies on sensory (e.g., visual and olfactory) investigations as the minimum 
requirement, though more quantifiable detection of contaminants through 
collecting air samples for lab testing of or using handheld instrumentation can be 
used as a next tier of investigation, particularly in situations where there is an 
indication of a problem.  
 
The IAQ audit should align with the best practice guidelines outlined in the US 
EPA’s I-BEAM or another comparable auditing system. Each year perform an IAQ 
audit to help understand the air quality within the project space and use this audit 
as an evaluation of your project’s current IAQ systems and goals. IAQ audits can 
be performed by internal staff or a contracted third party.  
 
This best practice intends to help the building operator protect indoor air quality 
and occupant health while saving energy during the normal operations of the 
business. 
 

OBJECTIVE 
At least once a year, perform an IAQ audit to help understand the air quality within 
the building or tenant-controlled space and discover opportunities for 
improvement.  
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 An IAQ audit report for the project that contains: 

• Date of audit. 
• General IAQ thresholds and results including information on major 

thermal or contaminant sources that adversely affect the air quality 
within any part of the project (e.g. outdoor sources, HVAC equipment, 
occupant activities, operations and maintenance activities, and 
housekeeping). 
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• A strategic IAQ management plan that, at minimum, include protocols 
for the following: 

o Pollutant source management 
o Maintenance and operations 
o Housekeeping 
o Communication and notification 
o Response procedures 
o Responsible parties 

• Recommendations for remediation/mitigation. 
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BEST PRACTICE GUIDANCE 
The following are recommended steps for completing this best practice. 
 
Step 1. Assess indoor spaces, exterior spaces, and HVAC systems for signs 

of air quality issues. 
  

Step 2. Assign a person with sufficient knowledge about the project space 
to perform the audit. 
 

Step 3. Gather the necessary information for the audit including: 
• Drawings or blueprints 
• Service contracts for HVAC, janitorial services, and integrated 

pest management services. 
• Preventative maintenance plans and schedules 
• Renovation guidelines 

 
Step 4. Conduct the IAQ audit to assess the basic conditions of the project 

including indoor spaces, exterior spaces, and HVAC systems for signs 
of air quality issues.  
 

Step 5. Log the findings of the assessment including items for corrective 
action. 
 

Step 6. Provide details for corrective action, where needed, including 
resourcing any adverse pollutants and correcting IAQ issues. General 
indoor pollutant sources are: 

• Fuel-burning combustion appliances; 
• Plumbing leaks; 
• Cigarette smoke; 
• Chemical off-gassing from building materials and furnishings 

like insulation, flooring, upholstery, and furnishings made of 
certain types of wood; 

• Moisture transfer through floors and walls; 
• Air leaks from doors and windows; 
• Cleaning products and practices; 
• Pest control products and practices; 
• HVAC and humidification systems; and 
• Radon and outdoor air pollution. 
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Step 7. Identify opportunities for improving indoor air quality for building 
occupants including creating guidelines to help: 

• Guide occupant behavior including education and 
communication. 

• Guide renovation or remodeling activities including 
procurement and occupant notification. 

• Enhance green cleaning practices. 
• Enhance integrated pest management practices. 
• Enhance preventative maintenance practices including HVAC 

systems. 
• Promote occupant feedback. 
• Provide ongoing monitoring and response. 
• Guide budgeting for future capital improvements. 

 
Step 8. Implement practices and procedures for improving IAQ levels. 
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EXAMPLES 
Example 1. Sample IAQ audit. 

 
  

https://www.bit-user.org/sites/default/files/documentation/BP06%20IAQ_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• BIT IAQ Walkthrough Forms 
Helpful forms to help building operators facilitate the IAQ walkthrough 
process and reporting. 
 

• An Office Building Occupants Guide to Indoor Air Quality 
A guide provided by the EPA intended to help people who work in office 
buildings learn about the factors that contribute to indoor air quality and 
comfort problems and the roles of building managers and occupants in 
maintaining a good indoor environment. 
 

• IAQ Management Education Modules 
EPA provided education modules for IAQ management in commercial 
buildings including how to properly arrange equipment on rooftops, 
managing contaminant sources, considerations for wind direction, rooftop 
maintenance strategies, and loading dock protocols.  
 

• Guide to Mold Remediation in Commercial Buildings 
EPA provided guidelines for the remediation/cleanup of mold and moisture 
problems in commercial buildings including measures designed to protect the 
health of building occupants and remediators. 
  

• EPA’s I-BEAM: Baseline IAQ Building Audits: 
o Building Exterior 
o Interior Spaces 
o HVAC Systems 

  

https://www.bit-user.org/sites/default/files/documentation/BP06%20BIT_IAQ%20Walkthrough%20Forms%2011-7-18.xlsx
https://www.epa.gov/indoor-air-quality-iaq/office-building-occupants-guide-indoor-air-quality
https://19january2017snapshot.epa.gov/indoor-air-quality-iaq/visual-reference-modules-indoor-air-quality-building-education-and-assessment_.html
https://www.epa.gov/mold/mold-remediation-schools-and-commercial-buildings-guide-chapter-1
https://19january2017snapshot.epa.gov/sites/production/files/2014-12/documents/exterior.pdf
https://19january2017snapshot.epa.gov/sites/production/files/2014-12/documents/indoor_spaces.pdf
https://19january2017snapshot.epa.gov/sites/production/files/2014-12/documents/hvac_system.pdf
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning Meeting 
Each year, the IAQ audit results and management strategies should be reviewed 
to determine if IAQ measures require budget planning. Where possible, 
expanded best practices should be incorporated into the planning for the year 
ahead. 
 
BP08 Refrigerant Leak Detection 
Leaking refrigerant can also cause lung damage or burns. Mechanical rooms or 
other areas of the building with refrigerant-using equipment should also be 
included in the IAQ. 
 
BP09 Water Leak Detection 
Water leaks are a major cause of mold and mildew within buildings. Any area of 
the building that has had known leaks within the past year should receive extra 
attention during the IAQ audit, including floors below the leak source. 
 
BP11 Green Cleaning 
Building cleaning can be both a source of, and solution to, many IAQ issues. 
Linking custodial practices with IAQ impacts is a smart way to ensure that both 
cleanliness and air quality outcomes are ensured. 
 
BP12 Integrated Pest Management 
Many air contaminants are actively brought into the building for cleaning or pest 
management. Using green integrated pest management (IPM) and cleaning 
strategies is a form of source control for IAQ issues. 
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Readiness Review Questions 

1. Do you have the staff resources needed to perform this audit in-house? In most buildings, four 
hours or fewer should be adequate to perform the walkthrough. Additional time will be needed 
to: learn about IAQ issues and strategies, tailor the audit forms to the building, and prepare a 
report of the findings. The auditor should have enough knowledge of the building’s systems and 
operations to be able to understand the audit forms and to identify such things as odd noises or 
vibrations, pooling water, mold growth, and clogged air returns. 

2. Who in the building is best suited to serve as an IAQ champion? Even if the audit is performed by 
an outside firm, it can be helpful to designate an IAQ manager to guide development and 
implement an ongoing program. This person should be conversant in IAQ issues and attentive to 
IAQ problems and opportunities over the long-term. 

3. Is there a system in place for collecting and responding to occupants’ IAQ-related complaints? If 
so, it can be helpful to review logs of issues from the last 12 months prior to conducting the 
walkthrough. If not, consider developing such a system as part of the ongoing IAQ program. 

4. Are there known indoor air quality issues in specific areas of the building? If there are certain areas 
within the building with known issues or vulnerable populations, consider approaching the audit 
in a way that puts extra focus on those areas. 
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BP07 PREVENTATIVE MAINTENANCE & OPERATIONS 
A big part of this best practice is clearly and concisely documenting your current 
operational procedures, while at the same time looking for opportunities to save 
energy and water through equipment maintenance, set points, and schedules. 
 
This best practice intends to help the building operator achieve the intended 
operations of the building using operations and maintenance best practices by 
focusing on maximizing occupant health, comfort, and safety while minimizing 
adverse environmental effects. 

OBJECTIVE 
Create and maintain written building operations and preventive maintenance 
plans. Review these plans annually to identify opportunities for enhancements to 
current operations and maintenance practices. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 A building or tenant-controlled space operating plan outlining the operating 

conditions that represent good building performance. These conditions should 
reflect the needs of building management and occupants and should, at 
minimum, include: 

• An occupancy schedule. 
• Desired indoor conditions/set points (e.g. temperature, relative 

humidity levels, CO2 levels, etc.) 
• Any seasonal variations 
• Run-time schedule for all HVAC equipment; and  
• Automated lighting levels and schedule, if applicable. 

 A preventative maintenance plan that helps preserve the intended operations 
of major systems and equipment that serve the project and are required for 
safe operations and occupant comfort and wellbeing. The preventative 
maintenance plan must, at minimum, include the following: 

• An inventory of major HVAC systems and equipment including: 
o Manufacturers’ information. 
o Existing equipment location. 
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o Location(s) served. 
o Equipment capacity.  

• A maintenance plan that includes: 
o Maintenance objectives. 
o Maintenance guidelines. 
o Required maintenance tasks. 
o Task frequency. 
o Task schedule.  
o Responsible party(ies) for completing those tasks. 
o Procedures for documenting of task completion. 
o Monitoring procedures. 
o Procedures for evaluation, feedback, and continuous 

improvement. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Develop an operating plan for your project. This plan should outline 

how you’re building, or tenant-controlled space operates under normal 
conditions.  
 

Step 2. Develop a preventative maintenance (PM) plan for your project. This 
plan establishes consistent maintenance practices for your building or 
tenant-controlled space including its systems and equipment to help 
ensure proper operations. 
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EXAMPLES 
Example 1. Sample building operating plan. 
 

 

Floor Location(s)
Served

Equipment Filtration RH Schedule Setting

Unoccupied Off Weekly Operating Hours 45

Occupied Cooling 78o

M T-F
Occupied Heating 68o 6:30AM - 5:30PM 7:30AM - 5:30PM

Unoccupied Cooling 85o

Hallway
Restrooms

Unoccupied Heating 60o

Unoccupied Off Weekly Operating Hours 45

Occupied Cooling 78o

M T-F
6:30AM - 5:30PM 7:30AM - 5:30PM

Unoccupied Cooling 85o

Unoccupied Heating 60o

Occupied Cooling 78o M T-F
6:30AM - 5:30PM 7:30AM - 5:30PM

Unoccupied Cooling 85o

Unoccupied Heating 60o

Unoccupied Off Weekly Operating Hours 45
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https://www.bit-user.org/sites/default/files/documentation/BOP_EXAMPLE.pdf
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Example 2. Sample preventative maintenance plan. 

 
 

https://www.bit-user.org/sites/default/files/documentation/PM%20Plan_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• Operations & Maintenance Best Practices 
US DOE’s guide to achieving operational efficiency. 
 

• Operations & Maintenance Best Practices 
BetterBricks essential elements to creating a best-practice O&M program. 
 

• Best Practice Contract Provisions for Enhanced O&M Services 
BetterBricks guide to help building owners and managers develop best 
practice service contracts. 
 

• Predictive Maintenance Strategy for Building Operations: A Better Approach 
The pros and cons of different approaches to maintenance are discussed, as 
well as practical guidance on deciding whether to develop a smart services 
plan in-house or outsource it. 
 

• Condition Assessment Framework for Facility Management Based on Fuzzy 
Sets Theory 
A quantitative framework for that provides condition-rated values that 
support decision-making for building maintenance management and strategic 
planning leading to appropriate actions for preventing future deficiencies. 

  

https://www.energy.gov/sites/prod/files/2013/10/f3/omguide_complete.pdf
https://www.bit-user.org/sites/default/files/documentation/BB%20Best%20Practice%20O%26M%20Program.pdf
https://www.bit-user.org/sites/default/files/documentation/BB%20Best%20Practice%20O%26M%20Program.pdf
https://www.bit-user.org/sites/default/files/documentation/BB%20Contract%20Provisions%20for%20Enhanced%20O%26M%20Services.pdf
https://www.bit-user.org/sites/default/files/documentation/BB%20Contract%20Provisions%20for%20Enhanced%20O%26M%20Services.pdf
https://ta-concepts.com/media/Predictive-Maintenance-Strategy-for-Building-Operations.pdf
https://www.mdpi.com/2075-5309/11/4/156/htm
https://www.mdpi.com/2075-5309/11/4/156/htm
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RELATED BEST PRACTICES 
 
BP03 Energy Audit & Planning 
The schedules, setpoints, and equipment lists documented as part of this best 
practice should be one line of investigation during the energy audit, to verify 
space conditions and equipment schedules are observed to match the intended 
setpoints. The audit can also help indicate where preventive maintenance 
procedures are working well or can be improved. Finally, the first audit itself can 
be the basis for documenting procedures. 
 
BP06 Air Quality Audit & Planning 
Many air quality issues can be addressed by modifying equipment schedules and 
maintenance procedures and might stem from a mismatch between written 
procedures and actual conditions. 
 
BP08 Refrigerant Leak Detection 
For some buildings, including refrigerant leak detection tasks in the preventive 
maintenance plan may be an appropriate strategy. 
 
 

Readiness Review Questions 

1. Is relevant building information in written form, or at least ready to be developed and 
documented, for both a PM task list and equipment schedules and setpoints? Is it accessible to all 
relevant building personnel? Once you develop operational best practices and PM plans, it’s an 
effective practice to make sure all relevant staff as access to them. 

2. Do conditions in practice match written plans? Use this best practice to resolve mismatches 
between operational reality and written information. 

3. Are there other forms of documentation that could aid operations staff in doing their jobs 
effectively? For example, video documentation of the start-up procedures of mechanical 
equipment can be used as a training tool for new personnel. 

4. Who in the building is best suited to take the lead in gathering and documenting operational 
procedures, including PM tasks? In some cases, it’s most efficient to have one person capture and 
compile information by interviewing staff who works most closely with the equipment and 
ensuring the operations match user needs in the occupied spaces. 

5. Are there equipment manuals that outlined preventative maintenance tasks that can be compiled 
into the preventative maintenance plan? 

6. Do any of the energy, water, or IAQ audits outline specific enhancements to current preventative 
maintenance tasks to help drive operational sustainability. 



 

BIT Building Program Manual   Page 84 of 151 

BP08 REFRIGERANT LEAK DETECTION 
The chemical properties of refrigerants make them extremely effective at cooling 
the equipment they serve however they also carry severe risks and impacts to the 
environment, specifically the Earth’s atmosphere. When released freely, 
chlorofluorocarbon-based (CFC) refrigerants damage the ozone layer in Earth’s 
upper atmosphere and contribute substantially to global warming. It is not 
uncommon for refrigerant-using systems to leak refrigerants into the atmosphere 
unchecked, compromising system performance and substantially impacting the 
environment.  
 
This best practice helps building operators to reduce stratospheric ozone depletion 
caused by unintended releases of refrigerants into the atmosphere through proper 
heating, ventilation, air condition, and refrigeration (HVAC) refrigerant 
management practices. 
 

OBJECTIVE 
Create and implement procedures for HVAC refrigerant leak detection to 
proactively discover leaks and promptly remediate them. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. In addition to the procedure(s) outlined below, any jurisdictional 
requirements shall be strictly adhered to. 
 
 Inventory of HVAC refrigerant-using equipment that includes: 

• Type of refrigerant-using equipment; 
• Number/Amount of each type of equipment; 
• Location of equipment; 
• Location(s) served by equipment; 
• Type of refrigerant used; 
• Equipment manufacturer; and 
• Model number. 

 Log of refrigerant leak tests, results, and repairs that align with inventory. 
 Written refrigerant leak detection testing procedures including an action plan 

and/or notification procedures for when refrigerant leaks are detected. 
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For Tenant-Controlled Spaces 
Option 1. Inventory, log, and testing procedures. 

 Inventory of HVAC refrigerant-using equipment for the entire 
building or that serve tenant-controlled space including: 

• Type of refrigerant-using equipment; 
• Number/Amount of each type of equipment; 
• Location of equipment; 
• Location(s) served by equipment; 
• Type of refrigerant used; 
• Equipment manufacturer; and 
• Model number. 

 Log of refrigerant leak tests, results, and repairs that align with 
inventory. 

 Written refrigerant leak detection testing procedures including an 
action plan and/or notification procedures for when refrigerant 
leaks are detected. 

 

OR 
 

Option 2. Declination of ownership/management 
 If ownership/management is unwilling to engage, documentation 

of request to ownership/management for 1) an inventory of all 
refrigerant-using equipment serving the tenant-controlled space, 
2) a log of leak tests, results, and repairs and 3) written refrigerant 
leak detection testing procedures and 4) any response to the 
request. 

 Process for reengaging ownership/management on, at least, an 
annual basis. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Gather information about all refrigerant-using equipment including: 

• Refrigerant-using systems or equipment. 
• The type and amount of refrigerant used in each. 
• The person(s) and/or vendor(s) responsible for the operations 

and maintenance of that equipment or system. 
• The current type of leak testing equipment and/or process, if 

available. 
 

Step 2. Gather information on any governing refrigerant management 
regulations. 

 
Step 3. Log the refrigerant-using equipment and/or systems along with any 

refrigerant leak tests, results, and repairs. 
 

Step 4. Create or update refrigerant leak detection procedures including an 
action plan for when leaks are detected. Be sure the timeline for 
remediation aligns with any government regulations. 
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EXAMPLES 
Example 1. Sample inventory of refrigerant-using equipment and log of 
refrigerant leak tests, results, and repairs that align with inventory. 

 
 
 

https://www.bit-user.org/sites/default/files/documentation/BP08%20Refrigerant-Using%20Equipment%20List%20and%20Leak%20Test%20Log_EXAMPLE.pdf
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Example 2. Sample refrigerant leak detection procedures. 

 
  

https://www.bit-user.org/sites/default/files/documentation/BP08%20Refrigerant%20Leak%20Test%20Procedures_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• Stationary Refrigeration - Resources for Businesses 
EPA’s guide to help businesses learn more about purchasing, maintaining, and 
disposing of stationary refrigeration and air-conditioning equipment. 
 

• Proper HVAC Leak Detection 
Practical assistance to everyone involved in purchasing, designing, installing, 
servicing, maintaining, and owning refrigeration, air conditioning or heat 
pump equipment, to help them reduce leaks. 
 

• Guidance on Refrigeration Equipment Maintenance 
The guide provided by Carbon Trust that aims to support the understanding 
of refrigerant systems, how savings can be delivered and the regulation 
relevant to this topic area. 
 

• Protection of Stratospheric Ozone: Revisions to the Refrigerant Management 
Program's Extension to Substitutes 
Refrigerant management regulations for the US. 
 

• Revised Section 608 Refrigerant Management Regulations 
Update to the Revision to Protection of Stratospheric Ozone: Revisions to the 
Refrigerant Management Program's Extension to Substitutes regulations. 

  

https://www.epa.gov/section608/stationary-refrigeration-resources-businesses
https://www.refrigtech.com/proper-hvac-leak-detection/
https://www.refrigtech.com/proper-hvac-leak-detection/
https://www.carbontrust.com/resources/refrigeration-guide
https://www.federalregister.gov/documents/2020/03/11/2020-04773/protection-of-stratospheric-ozone-revisions-to-the-refrigerant-management-programs-extension-to
https://www.federalregister.gov/documents/2020/03/11/2020-04773/protection-of-stratospheric-ozone-revisions-to-the-refrigerant-management-programs-extension-to
https://www.epa.gov/section608/revised-section-608-refrigerant-management-regulations
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RELATED BEST PRACTICES 
 
BP03 Energy Audit & Planning 
HVAC units that leak refrigerant will, unnecessarily, use more energy as they will 
need to run longer in order to condition spaces. Integrating a comprehensive leak 
detection process will help ensure energy-use efficiency. 
 
BP06 IAQ Audit & Planning 
Leaking refrigerant can also cause lung damage or burns. Integrating a 
comprehensive leak detection process will help ensure occupant health and safety. 
 
BP07 Preventive Maintenance & Operations 
Leak detection is an essential part of an effective preventive maintenance program. 
Integrating leak detection into the central building maintenance program will 
ensure regularity and accountability. 
 
   

Readiness Review Questions 
1. What equipment in the building uses refrigerants? 
2. What type of refrigerant does each equipment/system use, and in what amounts?   
3. Who is currently responsible for the operation and maintenance of that equipment? 
4. Who from the building staff is responsible from operation of this equipment? 
5. Is the equipment serviced or maintained by a third-party? 
6. What type of leak testing equipment is available to your building, either from your own 

equipment, service providers or other vendors? 
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BP09 WATER LEAK DETECTION 
Even the smallest of holes in supply plumbing can lead to the loss of thousands of 
gallons of potable water each month and substantially increased utility bills. Leaks 
can cause serious and expensive damage to your property, structure, and finishes, 
and even create conditions that adversely affect health.  
 
This best practice intends to help the building operator support water conservation 
efforts and minimize the adverse effects caused by water events by establishing 
regular, proactive strategies to detect water leaks before they cause serious 
damage to property and people. The time invested in routine leak detection is 
vastly offset by the potential losses of an undetected leak. 
 

OBJECTIVE 
Create and implement procedures for water leak detection to proactively discover 
leaks and promptly remediate them. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 Water leak detection procedures for the building or tenant-controlled space 

including an action plan and/or notification procedures for when water leaks 
are detected. 

  
 
 
 

  

 

Projects Without Water-Using Fixtures 
This best practice is not required for program participants with zero water-
using fixtures. Please submit blueprints or a similar document with a brief 

narrative explaining the project layout.   
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Gather information about all water-using fixtures in the building 

including as-built drawings, maps, or inventories indicating the location 
of all water-using equipment in the building and related supply pipes. 

 
Step 2. Review at least a year’s worth of water consumption data, if possible, 

to identify unexplained changes in consumption patterns accounting 
for seasonal or other variables that might have influenced water use. 

 
Step 3. Observe water meter(s) during time when there should be no water 

use, as a strategy to verify there are no leaks. 
 
Step 4. Develop and implement an ongoing water leak detection strategy by 

either recording water main meter and submeter readings on a weekly 
basis and evaluating trends regularly for evidence of leaks or installing 
water leak detection equipment. Be sure the procedures include an 
action plan for if/when a water leak event occurs. 
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EXAMPLES 
Example 1. Sample water leak detection procedures. 

 
 
 

  

https://www.bit-user.org/sites/default/files/documentation/BP09%20Water%20Leak%20Detection%20Procedures_EXAMPLE.pdf


 

BIT Building Program Manual   Page 94 of 151 

TOOLS AND RESOURCES 
 

• American Water’s Water Leak Detection Kit 
Common leak detection tools to help identify and repair water leaks. 
 

• Water Audit Guidance for Commercial Buildings 
The City Energy Project’s guide to help provide both an outline for procedural 
execution of audits and a detailed format for audit reports to provide a 
common basis for conducting water audits. 
 

• Water Efficiency and Self-Conducted Water Audits at Commercial and 
Institutional Facilities: A Guide for Facility Managers 
A guide highlighting common opportunities to improve water efficiency and 
lower operating costs in commercial and institutional facilities. 
 

• AWWA Water Audit Software 
The AWWA Free Water Audit Software is the industry standard tool for 
conducting annual water audits and using the results to guide a program for 
cost-effective water loss control and revenue recovery. 
 

• Fight Leaks and Water Waste in your Facility with WaterSense 
EPA’s tips on ways to identify and fix leaks in your facility before they become 
an issue. 
 

• WaterSense at Work 
EPA’s best practices for leak detection and repair for commercial and 
institutional facilities. 
 

 

  

https://www.amwater.com/njaw/resources/PDF/AMER0231_LeakDetectionKitWeb_Layoutopt%20(2).pdf
https://www.sfwmd.gov/sites/default/files/documents/water_efficiency_improvement_self_assess_guide.pdf
https://www.cityenergyproject.org/wp-content/uploads/2019/05/City_Energy_Project_Resource_Library_Water_Audit_Guidance_For_Commercial_Buildings.pdf
https://www.cityenergyproject.org/wp-content/uploads/2019/05/City_Energy_Project_Resource_Library_Water_Audit_Guidance_For_Commercial_Buildings.pdf
https://www.awwa.org/Resources-Tools/Resource-Topics/Water-Loss-Control/Free-Water-Audit-Software
https://www.epa.gov/sites/default/files/2019-02/documents/ws-falw-commercial-checklist.pdf
https://www.epa.gov/sites/production/files/2017-02/documents/watersense-at-work_final_508c3.pdf
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RELATED BEST PRACTICES 
 
BP01 Basic Performance Data Tracking 
Reviewing water consumption data over a given period may reveal increases in 
consumption when there have been no changes to operations. Such increases may 
indicate undetected leaks. 
 
BP04 Water Audit & Planning 
The water audit may reveal indications of leaks and potential for leak detection 
strategies that may be incorporated into this best practice. The water audit process 
should augment and inform leak detection practices. Fixture and equipment 
inventories may be documented in water audit reports, creating a head start on 
understanding the supply line and drain piping throughout the building. 
 
BP14 Landscape & Exterior Maintenance 
Leaks or other waste in irrigation systems can go undetected or unresolved much 
longer than leaks within a building. For sites with installed irrigation systems, 
water leak detection strategies should be devised specific to the installed 
equipment. 

  

Readiness Review Questions 

1. Are there as-built drawings, maps, or inventories that indicate the location of all water-
using equipment in the building? 

2. Have you reviewed at least a year’s worth of water consumption data to identify 
unexplained changes in consumption patterns? 

3. Can you observe the water meter at a time when there should be no water use, as a 
strategy to verify that there are no leaks? 

4. Who’s best suited to develop an inventory of appliances and fixtures that use water and 
locations of supply pipes? 

5. What are the seasonal variables that might influence water use? Understanding 
irrigation or cooling tower use in the summer, or higher/lower occupancy at times of 
year can help you read water usage trends and understand when to expect changes in 
amounts. Unexplained changes may point to leak problems. 
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BP10 WASTE MANAGEMENT PLAN 
Achieving a high diversion rate usually requires a multi-pronged strategy that 
creates a culture of waste minimization and establishes desirable waste 
management behavior. Formalizing a waste management plan integrates 
information about the equipment, procedures, and communications strategies that 
need to work together in order to achieve high diversion rates. 
 
This best practice intends to help the building operator support the elimination of 
adverse environmental effects caused by products and materials acquired, used, 
and disposed of for the normal operations of the business. 
 

OBJECTIVE  
Create and implement a solid waste management plan that includes strategies for 
waste collection and diversion for items acquired for the normal business 
operations along with a plan to communicate proper waste diversion habits to 
building occupants. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 A waste management plan policy for the building or tenant-controlled space 

that includes: 
• Purpose: clear statement of why the plan exists and how it will support 

the overall sustainability goals of the organization. 
• Start Date: the plan’s effective start date. 
• Scope: activities covered under the plan. 
• Goals: intended outcomes including waste diversion goals. 
• Responsible Parties: person(s), vendor(s), or department(s) responsible 

for implementing certain sections of the plan. 
• Guidelines: procedures to implement the plan including waste diversion 

guidelines and handling of hazardous materials. 
• Strategies: methods or techniques used to enhance implementation of 

the plan including alignment with green purchasing strategies and how 
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waste diversion guidelines are communicated to occupants and 
contracted service providers. 

• Performance Metrics: procedures on quantifying the success.  
• Tracking: method of verifying adherence to policy guidelines and 

monitoring its success.  
• Continual Improvement: process for promoting and implementing 

ongoing improvements to waste diversion practices. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Gather information about current waste practices for the building 

including waste audits, current diversion rates, waste hauler information, 
etc. 

 
Step 2. Analyze the effectiveness of the current waste process to discover for 

opportunities for improvement including bin design and location, 
occupant communication strategies and signage, custodial training, 
source-reduction, enhanced communication, access to timely and 
accurate hauler data, and possible ways to further divert waste focusing 
on materials with the highest recycling value.  

 
Step 3. Create and implement a waste management plan that includes 

strategies that address the diversion of materials from landfills via 
recycling, composting, donation, reuses, or other methods. 

 
Step 4. Update communication to building or tenant-space occupants, as 

necessary, including signage and any direct communication. 
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EXAMPLES 
Example 1. Sample waste management plan for the building. 

  

https://www.bit-user.org/sites/default/files/documentation/BP10%20Waste%20Management_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• Earth911 Recycling Center Finder 
Search database for recycling centers across the US that accept a variety of 
recyclable materials. 

 
• Hefty® EnergyBag® Program 

Designed to complement current recycling efforts, this program establishes a 
way to collect otherwise hard-to-recycle plastics at curbside and uses them as 
valued resources. 
 

• BPI’s Certified Compostable Products Finder 
Search database for certified compostable products. 
 

• Biocycle 
Resources on composting, organics recycling, anaerobic digestion and biogas, 
end product markets, policies and regulations, and community outreach and 
education 
 

• FindAComposter.com 
Search database for composting infrastructure access in North America. 

  

https://search.earth911.com/
http://www.hefty.com/products/hefty-energybag
https://bpiworld.org/
https://www.biocycle.net/about/
https://findacomposter.com/
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning 
The annual planning meeting is a good opportunity to review performance to date 
against your established baseline and determine if other materials can be diverted 
from your waste to landfill stream. 
 
BP05 Waste Audit and Planning 
Annual waste audits will help you gauge the effectiveness of your procedures, 
Infrastructure, and communications efforts. Use the results to tune your overall 
waste management strategy and be sure to update written protocols and records 
as adjustments are made.  
 
BP15 Green Purchasing 
A green purchasing strategy is integral for achieving high levels of waste diversion 
by ensuring most materials that come through the building match the recycling 
collection and waste diversion processes. Additionally, recycling becomes more 
viable and cost effective when there is a robust market for products derived from 
recycled content. 
 

  

Readiness Review Questions 

1. What can you do to foster better diversion rates for the building? Consider how things 
like collection bin design and location, occupant communication strategies and signage, 
custodial training, and access to timely and accurate hauler data can all affect your 
diversion rate. 

2. Who is best suited to develop a communication strategy to occupants? This can include 
signage, new occupant onboarding, reminders on digital displays, and many other 
communication strategies. 

3. How do the individual tenants and occupants fit into the solid waste management 
puzzle, and what can you do to encourage them to participate? 
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BP11 GREEN CLEANING 
Using environmentally friendly cleaning practices can be one of the easiest and 
more effective best practices to implement and can usually be achieved without a 
cost premium. Most major cleaning supply companies now offer green options and 
partnering with a trusted vendor that is certified in green cleaning practices can 
help bolster the application of this best practice. 
 
This best practice intends to help the building operator minimize the exposure of 
toxic chemicals to building occupants and reduce the adverse effects of those 
chemicals on the environment. 
 

OBJECTIVE 
Create and implement a green cleaning policy that establishes consistent and 
effective cleaning procedures for all spaces within the project management’s 
control that utilize cleaning products and practices that are least harmful human 
health and the environment. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
Option 1. 3rd Party Contracted Cleaning Services 

(certified green cleaning vendor services) 
 Documentation of vendor certification under, at least, one of the 

following green cleaning certifications: 
• ISSA CIMS-GB (International Sanitary Supply Association 

Cleaning Industry Management Standard for Green 
Buildings); 

• GS-42 (Green Seal’s Environmental Standard for 
Commercial Cleaning Services); or 

• A local equivalent certification that meets the intent of this 
best practice. 

 Documentation verifying the current use of green cleaning 
services throughout the project (e.g., an executed vendor services 
agreement). 
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OR 
 

 

Option 2. 3rd Party Contracted Cleaning Services  
(non-certified green cleaning vendor services) 
 A green cleaning policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), vendor(s), or department(s) 

responsible for implementing certain sections of the policy. 
• Guidelines: procedures to implement the policy including a 

list of all cleaning products and materials approved for use in 
throughout the building or tenant-controlled space and, 
where applicable, their environmentally preferred attribute(s). 

*if not already included in BP15 Green Purchasing guidelines. 
• Strategies: best practices or techniques used to enhance 

implementation of the policy including how cleaning practices 
are communicated to occupants and contracted service 
providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to green cleaning 
practices. 

 

OR 
 

Option 3. In-House Cleaning Services 
 A green cleaning policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), or department(s) responsible 

for implementing certain sections of the policy. 
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• Guidelines: procedures to implement the policy including a 
list of all cleaning products and materials approved for use in 
throughout the building or tenant-controlled space and, 
where applicable, their environmentally preferred attribute(s). 

*if not already included in BP15 Green Purchasing guidelines. 
• Strategies: best practices or techniques used to enhance 

implementation of the policy including how cleaning practices 
are communicated to occupants and contracted service 
providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to green cleaning 
practices. 

 
For Tenant-Controlled Spaces 
Option 1. 3rd Party Contracted Cleaning Services  

(certified green cleaning vendor services) 
 Documentation of vendor certification under, at least, one of the 

following green cleaning certifications: 
• ISSA CIMS-GB (International Sanitary Supply Association 

Cleaning Industry Management Standard for Green 
Buildings); 

• GS-42 (Green Seal’s Environmental Standard for 
Commercial Cleaning Services); or 

• A local equivalent certification that meets the intent of this 
best practice. 

 Documentation verifying the current use of green cleaning 
services throughout the building or tenant-controlled space (e.g., 
an executed vendor services agreement). 

 

OR 
 

 
Option 2. 3rd Party Contracted Cleaning Services  

(non-certified green cleaning vendor services) 
 A green cleaning policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 
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• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), vendor(s), or department(s) 

responsible for implementing certain sections of the policy. 
• Guidelines: procedures to implement the policy including a 

list of all cleaning products and materials approved for use in 
throughout the building or tenant-controlled space and, 
where applicable, their environmentally preferred attribute(s). 

*if not already included in BP15 Green Purchasing guidelines. 
• Strategies: best practices or techniques used to enhance 

implementation of the policy including how cleaning practices 
are communicated to occupants and contracted service 
providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to green cleaning 
practices. 

 

OR 
 

Option 3. In-House Cleaning Services 
 A green cleaning policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), or department(s) responsible 

for implementing certain sections of the policy. 
• Guidelines: procedures to implement the policy including a 

list of all cleaning products and materials approved for use in 
throughout the building or tenant-controlled space and, 
where applicable, their environmentally preferred attribute(s). 

*if not already included in BP15 Green Purchasing guidelines. 
• Strategies: best practices or techniques used to enhance 

implementation of the policy including how cleaning practices 
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are communicated to occupants and contracted service 
providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to green cleaning 
practices. 

 

OR 
 

Option 4. Declination from Ownership/Management 
 If ownership/management is unwilling to engage, documentation 

of request to ownership/management for a building-wide 
cleaning policy. 

 Process for reengaging ownership/management on, at least, an 
annual basis. 

  



 

BIT Building Program Manual   Page 107 of 151 

IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Option 2. 3rd Party Contracted Cleaning Services 

(non-certified green cleaning vendor services) 
Option 3.  In-House Cleaning Services 
 
Step 1. Establish an inventory of cleaning products and materials approved for 

use in the building by cleaning providers. Optimize the use of those 
products that have verified environmentally preferred attributes, such as 
products certified under: 

• Green Seal Cleaning Products & Services 
• ECOLOGO® 
• EPA’s Safer Choice Program 
• Other appropriate certifications that are nationally or regionally 

credible, such as those listed on the Global Ecolabelling Network. 
 

Step 2. Eliminate the use of antimicrobial products, except where required by 
health codes and other regulations (e.g., food service and health care 
requirements). 

 
Step 3. Evaluate opportunities for energy and water consumption savings 

through janitorial processes, such as shifting to daytime cleaning, using 
cleaning staff to ensure lights are switched off, etc. 

 
Step 4. Create and implement a cleaning plan that establishes green cleaning 

goals and practices. 
 

Step 5. Ensure cleaning personnel are made aware of and adhere to established 
green cleaning policies via written guidelines. 

 
Step 6. Update communication to occupants, as necessary, including signage 

and any direct communication. 
 
  

https://globalecolabelling.net/gen-members/gen-full-members-list/
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EXAMPLES 
 
Option 1.  3rd Party Contracted Cleaning Services 

(certified green cleaning vendor services) 
 
Sample green cleaning certificate for 3rd party contracted cleaning service vendor 
 
 
 
 

  

Acme Green Cleaning Company, Inc. 
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Option 2.  3rd Party Contracted Cleaning Services 
(non-certified green cleaning vendor services) 

 
Sample green cleaning policy. 

 

https://www.bit-user.org/sites/default/files/documentation/BP11%20Green%20Cleaning%20Policy_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• ENERGY STAR Product Finder 
Search database for ENERGY STAR certified products. 
 

• WaterSense Product Search 
Search database for WaterSense certified products. 
 

• Mindful Materials 
Database platform for manufacturers to communicate transparency and 
optimization information for their building products. 
 

• ecomedes 
Search database for environmentally certified cleaning products and materials. 
 

• UL ECOLOGO 
Search database for UL ECOLOGO certified cleaning products and materials. 
 

• EPA’s Sustainable Marketplace: Greener Products and Services 
Search database of environmentally preferable product, material, and service 
standards/ecolabels 
 

• Green Seal Certified Products and Services 
Search database for Green Seal certified products and green cleaning service 
providers. 
 

• Safer Choice Certified Products 
Database of Safer Choice certified products searchable by product type, 
name, or manufacturer. 
 

• ISSA Green Cleaning Resources 
A global cleaning trade association, ISSA provides information about green 
cleaning trends and products for its members and a general audience. 
 

• Green Cleaning Product Procurement Policies, Initiatives, and Requirements 
This ISSA-prepared document provides a comprehensive overview of the 
green cleaning product procurement policies, initiatives, and requirements of 
state, local and federal governments in the U.S. 
 

https://www.energystar.gov/products
https://lookforwatersense.epa.gov/products/
https://www.mindfulmaterials.com/
https://www.ecomedes.com/
https://spot.ul.com/main-app/products/catalog/?keywords=ecologo
https://spot.ul.com/main-app/products/catalog/?keywords=ecologo
https://www.epa.gov/greenerproducts
https://www.greenseal.org/certified-products-services
https://www.epa.gov/saferchoice/products
https://www.bit-user.org/issa.com/advocacy/policy-priorities/green-cleaning/issa-green-cleaning-resources
https://www.bit-user.org/sites/default/files/documentation/ISSA%20green-cleaning-product-procurement-policies.pdf
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• ISSA Green Cleaning Certified Professional Finder 
Database of ISSA-certified green cleaning providers. 
 

 

 
  

https://www.issa.com/certified-verification
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RELATED BEST PRACTICES 
 
BP06 Air Quality Audit and Planning 
Cleaning practices can both mitigate and exacerbate air quality issues. During that 
annual air quality audit, look for evidence that cleaning products are contributing 
to air quality issues. Also look for inadequately cleaned spaces or equipment, like 
dust or dirt buildup around air diffusers, which could be an issue with HVAC filters 
or an indication of insufficient cleaning within the space. 
 
BP09 Water Leak Detection 
Cleaning staff regularly move through areas of the building where water leaks are 
likely. The annual training for cleaning staff on green procedures can also be used 
to address leak detection and reporting protocols. 
 
BP10 Waste Management 
Cleaning staff often plays a critical role in transferring waste and recyclables 
throughout the building. The annual green procedures training for cleaning staff 
can also be used to address waste management strategies. 
 
BP12 Integrated Pest Management 
IPM programs rely heavily on prevention, which includes eliminating food and 
water sources for pests. Cleaning procedures are a key line of defense in 
eliminating pest snacks throughout the building. Additionally, cleaning staff can 
help identify evidence of pests for quick treatment, as low toxicity options are more 
effective if the problem is quickly identified. 
 
BP15 Green Purchasing 
Incorporating green purchasing strategies for cleaning products and materials into 
the overarching green purchasing guidelines for the company helps to align 
purchasing processes throughout the entire organization. 
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Readiness Review Questions 

1. Is the building’s cleaning program managed in-house or by a cleaning vendor? 
2. If an outside vendor handles the cleaning program, do they have a green cleaning 

program they can execute onsite? If not, are they willing to integrate green cleaning 
practices into their existing program? 

3. What green strategies are incorporated into the existing cleaning program? What 
opportunities are there to improve upon current practices? 

4. Do preferred product suppliers carry healthy and environmentally preferred options? 
5. Who is responsible for purchasing cleaning supplies and equipment? What kind of 

program do they use to track purchases? 
6. How is training handled for cleaning staff? What does the training curriculum entail? 
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BP12 INTEGRATED PEST MANAGEMENT 
This best practice helps project teams reduce the amount of harmful, often toxic 
pest control chemicals used in their building. Conventional pest control programs 
use chemicals that have direct impacts on both human health and the natural 
environment. Alternative approaches - specifically ‘integrated pest management’ 
strategies- can reduce health risks and minimize harm to the natural ecosystem. 
Integrated pest management means replacing toxic chemicals with less harmful 
ones, focusing on prevention, carefully monitoring of pest populations, and 
educating building occupants on the ways their behavior can reduce pest 
problems. 
 
This best practice intends to help building operators minimize the exposure of toxic 
chemicals to building occupants and reduce the adverse effects of those chemicals 
on the surrounding environment. 
 

OBJECTIVE 
Create and implement an integrated pest management plan that focuses on long-
term prevention strategies that are least harmful to human health and the 
environment. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
Option 1. 3rd Party Contracted Pest Control Services 

(certified IPM vendor services) 
 Documentation of certification under, at least, one of the 

following: 
• GREENPRO CERTIFIED ECO-EFFECTIVE; 
• GREEN SHIELD CERTIFIED PEST CONTROL. PEACE OF MIND; 
• EcoWise Certified; or 
• For projects outside the U.S., a local equivalent (e.g., EN 16636 

Certification - CEPA Certified®). 
 Documentation verifying the current use of IPM services 

throughout the project (e.g., an executed vendor services 
agreement). 
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OR 
 

Option 2. 3rd Party Contracted Pest Control Services  
(non-certified IPM vendor services) 
 An IPM policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), vendor(s), or department(s) 

responsible for implementing certain sections of the policy. 
• Guidelines: rules and procedures to implement the policy 

including: 
o Occupant notification protocols for use of toxic 

pesticides. 
o Provisions for identifying and monitoring pests. 
o Non-chemical pest preventative measures. 
o List of pest control products approved for day-to-day 

use for the project as well as those products approved 
for personal and immediate pest control needs. 

• Strategies: methods or techniques used to enhance 
implementation of the policy including how IPM practices are 
communicated to occupants and contracted service providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to integrated pest 
management. 

 

OR 
 

Option 3. In-House Pest Control Services 
 An IPM policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
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• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s) or department(s) responsible 

for implementing certain sections of the policy. 
• Guidelines: rules and procedures to implement the policy 

including: 
o Occupant notification protocols for use of toxic 

pesticides. 
o Provisions for identifying and monitoring pests. 
o Non-chemical pest preventative measures. 
o List of pest control products approved for day-to-day 

use for the project as well as those products approved 
for personal and immediate pest control needs. 

• Strategies: methods or techniques used to enhance 
implementation of the policy including how IPM practices are 
communicated to occupants. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to integrated pest 
management. 

  
For Tenant-Controlled Spaces 
Option 1. 3rd Party Contracted Pest Control Services  

(certified IPM vendor services) 
 Documentation of certification under, at least, one of the 

following: 
• GREENPRO CERTIFIED ECO-EFFECTIVE; 
• GREEN SHIELD CERTIFIED Pest Control. Peace of Mind.; 
• EcoWise Certified; or 
• For projects outside the U.S., a local equivalent (e.g., EN 16636 

Certification - CEPA Certified®). 
 Documentation verifying the current use of IPM services 

throughout the building or tenant-controlled space (e.g., an 
executed vendor services agreement). 

 
 

OR 
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Option 2. 3rd Party Contracted Pest Control Services  
(non-certified IPM vendor services) 
 An IPM policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s), vendor(s), or department(s) 

responsible for implementing certain sections of the policy. 
• Guidelines: rules and procedures to implement the policy 

including: 
o Occupant notification protocols for use of toxic 

pesticides. 
o Provisions for identifying and monitoring pests. 
o Non-chemical pest preventative measures. 
o List of pest control products approved for day-to-day 

use for the project as well as those products approved 
for personal and immediate pest control needs. 

• Strategies: methods or techniques used to enhance 
implementation of the policy including how IPM practices are 
communicated to occupants and contracted service providers. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to integrated pest 
management. 

 

OR 
 

Option 3. In-House Pest Control Services 
 An IPM policy for the project that includes: 

• Purpose: clear statement of why the policy exists and how it 
will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
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• Responsible Parties: person(s) or department(s) responsible 
for implementing certain sections of the policy. 

• Guidelines: rules and procedures to implement the policy 
including: 

o Occupant notification protocols for use of toxic 
pesticides. 

o Provisions for identifying and monitoring pests. 
o Non-chemical pest preventative measures. 
o List of pest control products approved for day-to-day 

use for the project as well as those products approved 
for personal and immediate pest control needs. 

• Strategies: methods or techniques used to enhance 
implementation of the policy including how IPM practices are 
communicated to occupants. 

• Performance Metrics: procedures on quantifying the policy’s 
success.  

• Tracking: method of verifying adherence to policy guidelines 
and monitoring its success.  

• Continual Improvement: process for promoting and 
implementing ongoing improvements to integrated pest 
management. 

 

OR 
 

Option 4. Declination from Ownership/Management 
 If ownership/management is unwilling to engage, documentation 

of request to ownership/management for a building-wide pest 
management policy. 

 Process for reengaging ownership/management on, at least, an 
annual basis. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 
 
Option 2. 3rd Party Contracted Pest Control Services 

(non-certified IPM vendor services) 
Option 3.  In-House Pest Controls Services 
 
Step 1. Establish written standard operating procedures that summarize 

integrated pest management (IPM) strategies, including the following: 
• Provisions for identifying and monitoring pests 
• Non-chemical pest preventative measures 
• Pest control methods that will be used when monitoring indicates 

an actionable problem, beginning with non-chemical approaches 
and escalating to least-risk pesticides, and then higher-risk 
pesticides only after other options have been exhausted. 

 
Step 2. Compile a list of approved, low-risk pest control strategies for use in the 

building and grounds. Draft a process for service providers to garner 
advanced approval from building management prior to using strategies 
that are not on the pre-approved list. Optimize the use of those 
strategies that have environmentally preferred attributes, such as: 

• Non-chemical strategies 
• Products not required to register with the EPA due to low risk 
• Products ranked as Tier 3 products on San Francisco’s Pesticide 

Hazard Screening List. 
  

https://www.sfenvironment.org/article/pest-management/least-toxic-pesticides-for-green-buildings
https://www.sfenvironment.org/article/pest-management/least-toxic-pesticides-for-green-buildings


 

BIT Building Program Manual   Page 120 of 151 

EXAMPLES 
Option 1.  3rd Party Contracted Pest Control Services 

(certified IPM vendor services) 
 
Example 1. Sample IPM certificate for 3rd party contracted pest control services. 

 
  

Acme Commercial Pest 
Management Services 
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Option 2. 3rd Party Contracted Pest Control Services 
(non-certified IPM vendor services) 

Option 3.  In-House Pest Controls Services 
 
Example 2. Sample IPM plan for non-IPM-certified and/or in-house pest control 
services. 

 

https://www.bit-user.org/sites/default/files/documentation/BP12%20IPM_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• GREENPRO Certified Provider Search 
Search database for active GREENPRO certified IPM service providers. 
 

• Green Shield Certified Provider Search 
Search database for active Green Shield certified IPM service providers. 
 

• EcoWise Certified Provider Search 
Search database for active EcoWise certified IPM service providers 

 
• San Francisco's Reduced Risk Pesticide List 

San Francisco's Reduced Risk Pesticide List for City-owned properties. 
 

• Raptors Are the Solution 
Raptors Are the Solution is a non-profit promoting the active use of native 
raptors to manage rodent populations. Raptors are among the species most 
affected using rodenticides, and they can be extremely helpful in controlling 
rodent populations if allowed to do so. 
 

• National Integrated Pest Management Network 
National Integrated Pest Management Network coordinates research, policy, 
publications, and knowledge sharing about integrated pest management 
solutions across the United States. 

 

  

https://www.qualitypro.org/
https://greenshieldcertified.org/find-a-provider/
https://www.ecowisecertified.org/ecowise_find.html
https://sfenvironment.org/download/2017-reduced-risk-pesticide-list
http://www.raptorsarethesolution.org/
http://www.ipmcenters.org/index.cfm
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RELATED BEST PRACTICES 
 
BP06 Air Quality Audit and Planning 
Cleaning practices can both mitigate and exacerbate air quality issues. During that 
annual air quality audit, look for evidence that cleaning products are contributing 
to air quality issues. Also look for inadequately cleaned spaces or equipment, like 
dust or dirt buildup around air diffusers, which could be an issue with HVAC filters 
or an indication of insufficient cleaning within the space. 
 
BP14 Landscape and Exterior Maintenance 
Pest control chemicals employed outside the building can have severe impacts on 
local mammal and bird populations; landscape design and maintenance practices 
can substantially reduce and prevent pest control problems if thoughtfully 
coordinated with pest management needs. 
 
 

  

Readiness Review Questions 

1. Who is the current pest control service provider? 
2. Can they provide a written summary of their service package addressing any of these 

three items: problematic pests, current chemicals in use, and regularity of application? 
3. Have they received any formal certifications or education on integrated pest 

management techniques?   
4. What pests (insects, rodents, etc.) are currently problematic at the building, and in what 

locations have those pests been found in the past (basement, landscaping, loading dock, 
etc.)? 

5. What chemicals, pesticides, baits, or traps are currently employed by the pest control 
provider, and how often are those are used/applied? 

6. How is information about pesticide or chemical application currently communicated to 
building occupants? Is there a way for occupants to find out what is being used, where, 
and when? 

7. Does your building have exterior landscaping, and if so, do pest control services 
encompass that outdoor space? 

8. Are there local/regional resources for integrated pest management information? Many 
university extension programs or municipalities offer education on pest control 
practices. 
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BP13 ALTERNATIVE TRANSPORTATION 
This best practice helps building operators support building occupants to use 
alternative transportation. By understanding the commuting needs and habits of 
occupants, and sharing information about alternatives, building operators can 
drive meaningful changes in reducing transportation-related impacts to the 
environment. 
 
The intent of this best practice is to help building operators reduce greenhouse 
gas emissions, air pollution, and the adverse effects of land development caused 
by the use of automobiles to transport occupants to and from the workplace. 
 

OBJECTIVE 
Create and implement a comprehensive alternative transportation program that 
reduces the need for building occupants to use their automobiles. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 An alternative transportation assessment report for the project that includes: 

• Date of assessment; 
• Summary of existing alternative transportation options; and 
• Recommendations for opportunities for improvement. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Annually evaluate the feasibility of additional clean transportation 

amenities and opportunities to increase usage. Complete the BIT 
Building Alternative Transportation Feasibility Assessment or use your 
own assessment form, if preferable. 

 
Step 2. At least once per year, communicate available transportation options 

to all building occupants and users. These options might include 
shuttle services, electric vehicle charging stations, carshare, rideshare, 
bikeshare, gyms/changing/shower facilities, and public transit (such as 
express buses). 
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EXAMPLES 
Example 1. Sample alternative transportation assessment. 

 

https://www.bit-user.org/sites/default/files/documentation/BP13%20AT%20Assessment_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• EPA’s Guide to Sustainable Transportation Performance Measures 
Describes opportunities to incorporate environmental, economic, and social 
sustainability into transportation decision-making through the use of 
performance measures. 
 

• APBP’s Essentials of Bike Parking 
Selecting and installing bicycle parking that works  
 

• FHA’s Congestion Mitigation Air Quality Program (CMAQ) 
CMAQ funds are awarded through states or metropolitan planning 
organizations in air quality non-attainment areas for projects that reduce 
transportation-related emissions, including transit, bicycle, and pedestrian 
facilities. 
 

  

https://www.epa.gov/sites/default/files/2014-01/documents/sustainable_transpo_performance.pdf
https://www.apbp.org/assets/docs/EssentialsofBikeParking_FINA.pdf
https://www.fhwa.dot.gov/environment/air_quality/cmaq/
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RELATED BEST PRACTICES 
 

BP02 Annual Sustainability Planning 
Each year, the results of the alternative transportation feasibility assessment should 
be reviewed during the Annual Sustainability Planning Meeting. Where possible, 
expanded best practices should be incorporated into planning for the year ahead. 
 
  

Readiness Review Questions 

1. What do you already know about your building occupants’ commute? Do most people 
drive alone each day, or is there a large number of people who use alternative means? 

2. Are there existing sources of information about how people are getting to and from the 
building? 

3. Does building management currently track the transportation modes used by building 
occupants? 

4. Is tracking performed as part of a local or regional government program? 
5. If no tracking is currently in place, would it be difficult to implement? 
6. Does the building already have an alternative transportation program that provides 

information, infrastructure, or incentives? Could that program be enhanced or expanded 
to increase the use of alternative commuting options? 

7. What current methods exist for communicating with building occupants about 
transportation options and programs? How often do those methods reach out to 
occupants proactively? 

8. Who is best suited to perform an annual alternative transportation feasibility assessment 
for the building? 

9. Is engaging with local transit agencies realistic? For some buildings, this might be an 
option, particularly regarding placement of bikeshare stations or displaying GPS-
determined information on bus or train arrival times. 

10. Are there parking-related revenue or cost streams that must be considered alongside of 
alternative transportation promotion? 

11. Would building occupants be more likely to use transit if they had access to carsharing 
for mid-day offsite meetings? 
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BP14 LANDSCAPE & EXTERIOR MAINTENANCE 
Ecologically intentional landscaping and exterior maintenance can enrich the 
building’s appearance and reduce impacts on the surrounding environment, and it 
can be low-cost, or cost neutral compared to conventional landscaping. Natural 
landscapes can deliver real health benefits by providing occupants with a 
meaningful place for relaxation breaks and reducing stress. 
 
Typically, project teams approach this best practice by taking stock of current 
processes, equipment, and supplies, and then incorporate environmental-
preferable options into vendor contracts and standard operating procedure (SOP) 
language. Examining conventional choices and considering more sustainable 
alternatives is the first essential step towards making improvements. 
 
The intent of this best practice is to achieve the intended operations of the 
surrounding landscape using operations and maintenance best practices that focus 
on maximizing human health, comfort, and safety while minimizing adverse 
environmental effects. 
 

OBJECTIVE 
Create and implement an effective landscape and exterior maintenance plan that 
reduces the need for harmful chemicals, eliminates runoff, enhances water and 
energy management practices, and reinforces waste diversion efforts. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 A landscape and exterior site maintenance policy outlining current landscape 

and exterior maintenance practices for the project that, at minimum, include 
the following: 

• Purpose: clear statement of why the policy exists and how it will support 
the overall sustainability goals of the organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
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• Responsible Parties: person(s) or department(s) responsible for 
implementing certain sections of the policy. 

• Guidelines: rules and procedures to implement the policy including: 
o Type of approved maintenance equipment and exterior cleaning 

products approved for use, including snow and ice removal. 
*if not included in BP11 Green Cleaning guidelines 

o List of pest control strategies and products approved for use. 
*if not included in BP12 IPM guidelines 

o Landscape waste management plan. 
*if not included in BP10 Waste Management Plan 

o Monitoring plan for irrigation systems. 
*if not included in BP09 Water Leak Detection procedures 

• Strategies: methods or techniques used to enhance implementation of 
the policy including how landscape and site maintenance practices are 
communicated to necessary parties. 

• Performance Metrics: procedures on quantifying the policy’s success.  
• Tracking: method of monitoring the success of the policy.  
• Continual Improvement: process for promoting and implementing 

ongoing improvements to landscape. 
  
For Tenant-Controlled Spaces 
Option 1. Tenant Responsibility 

 A landscape and exterior site maintenance policy outlining 
current landscape and exterior maintenance practices for the 
project that, at minimum, include the following: 

• Purpose: clear statement of why the policy exists  and how 
it will support the overall sustainability goals of the 
organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s) or department(s) 

responsible for implementing certain sections of the 
policy. 

• Guidelines: rules and procedures to implement the policy 
including: 

o Type of approved maintenance equipment and 
exterior cleaning products approved for use, 
including snow and ice removal. 

*if not included in BP11 Green Cleaning guidelines 
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o List of pest control strategies and products 
approved for use. 

*if not included in BP12 IPM guidelines 
o Landscape waste management plan. 

*if not included in BP10 Waste Management Plan 
o Monitoring plan for irrigation systems. 

*if not included in BP09 Water Leak Detection procedures 
• Strategies: methods or techniques used to enhance 

implementation of the policy including how landscape and 
site maintenance practices are communicated to necessary 
parties. 

• Performance Metrics: procedures on quantifying the 
policy’s success.  

• Tracking: method of monitoring the success of the policy.  
• Continual Improvement: process for promoting and 

implementing ongoing improvements to landscape. 
 Tracking: method of monitoring the success of the policy.  
 Continual Improvement: process for promoting and 

implementing ongoing improvements to landscape. 
 

OR 
 

Option 2. Ownership/Management Responsibility 
 Documentation (e.g. an executed lease agreement, signed letter 

from owner/property manager) stating landscape and/or exterior 
maintenance responsibilities are the responsibility of 
ownership/management and outside of tenant’s control. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Perform an annual review of landscape and exterior site maintenance 

practices with relevant vendors and staff. 
 

Step 2. Assess opportunities to optimize landscape and exterior site 
maintenance practices. 

• Landscape Maintenance 
o Use EPEAT or ENERY STAR rated (or a local performance 

equivalent) manual or electric-powered maintenance 
equipment. 

o Use environmentally preferred fertilizers and herbicides 
that: 
 Pose zero risk to pollinators. 
 Are organic or natural. 
 Are slow releasing. 
 Comply with nationally recognized organic 

standards. 
o Analyze soil annually to determine any fertilizer 

requirements. 
o Divert landscape waste from landfills by returning to site 

or composting. 
o Use the natural properties of plants and vegetables to 

deter pests and reduce the need for harmful pesticides 
through companion planting and other IPM techniques. 

o Minimize invasive and exotic plant species through 
monitoring and eradication management. 

o Maximize infiltration and collection opportunities for rain 
and storm water. 

o Combine plants, vegetables, and flowers with similar 
watering needs to ensure appropriate watering for each 
landscaped section. 

o Prune trees and shrubs sparingly to retain landscape 
protection from the sun and help retain soil moisture. 

o Use ‘smart’ irrigation techniques to maximize irrigation 
efforts and regularly monitor irrigation systems for 
appropriate water usage, system times, leaks, or breaks. 
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• Exterior Site Maintenance 
o Use low-impact snow and ice removal products and 

techniques such as those that are 100% environmentally 
preferred, EPA Safer Choice Standard certified, and/or 
natural products such as beet juice or pickle brine. 

o Use cleaning products, materials, and/or equipment that 
have verified environmentally preferred attributes, such as 
products certified under: 
 ECOLOGO® 
 EPA’s Safer Choice Program 
 Other appropriate certifications that are nationally 

or regionally credible, such as those listed on the 
Global Ecolabelling Network 

o Ensure proper storage of all materials and maintenance 
equipment. 

 
Step 3. Establish or update written standard operating procedures that 

summarize sustainable landscape and exterior maintenance strategies. 
  

https://globalecolabelling.net/gen-members/gen-full-members-list/
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EXAMPLES 
Example 1. Sample landscape and exterior maintenance policy. 

 
 

https://www.bit-user.org/sites/default/files/documentation/BP14%20Landscape%20%26%20Exterior%20Maintenance%20Policy_EXAMPLE.pdf


 

BIT Building Program Manual   Page 135 of 151 

TOOLS AND RESOURCES 
 

• EPEAT Product Finder 
Search database for Electronic Product Environmental Assessment Tool 
(EPEAT) certified products. EPEAT is a global ecolabel for the IT sector and 
helps purchasers, manufacturers, resellers, and others buy and sell 
environmentally preferable electronic products. 
 

• ENERGY STAR Product Finder 
Search database for ENERGY STAR certified products. 

 
• OMRI Lists 

A comprehensive list of natural and organic alternatives to conventional 
fertilizers. 
 

• Ladybird Johnson Wildflower Center Native Plants Database 
Database of north American native plants. 
 

• WaterSense® at Work 
Best water management practices for commercial and institutional facilities. 
 

• Water Efficiency and Self-Conducted Water Audits at Commercial and 
Institutional Facilities - A Guide for Facility Managers 
A guide highlighting common opportunities to improve water efficiency and 
lower operating costs in commercial and institutional facilities. 
 

• ASIC’s Landscape Irrigation Best Management Practices 
American Society of Irrigation Consultants’ best management practices for 
irrigation. 

  

https://www.epeat.net/
https://www.energystar.gov/products
https://www.omri.org/omri-lists
https://www.wildflower.org/plants/
https://www.epa.gov/sites/production/files/2017-02/documents/watersense-at-work_final_508c3.pdf
https://www.bit-user.org/sites/default/files/documentation/Water%20Efficiency%20and%20Self-Conducted%20Water%20Audits%20at%20Commercial%20and%20Institutional%20Facilities%20-%20A%20Guide%20for%20Facility%20Managers_0.pdf
https://www.bit-user.org/sites/default/files/documentation/Water%20Efficiency%20and%20Self-Conducted%20Water%20Audits%20at%20Commercial%20and%20Institutional%20Facilities%20-%20A%20Guide%20for%20Facility%20Managers_0.pdf
http://asic.org/wp-content/uploads/2016/03/BMPDesign-Install-Manage.3-18-142.pdf
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning 
Each year, the landscaping and exterior management practices should be reviewed 
alongside available services and products. Where possible, expanded best 
practices should be incorporated into the planning for the year ahead. 
 
BP09 Water Leak Detection 
Leaks or other waste in irrigation systems can go undetected or unresolved much 
longer than leaks within a building. For sites with installed irrigation systems, water 
leak detection strategies should be devised specific to the installed equipment. 
 
BP10 Waste Management 
Incorporating waste management strategies for landscape activities into the 
overarching waste management guidelines for the company helps to align waste 
management processes throughout the entire organization 
 
BP12 Integrated Pest Management 
Irrigation, rainwater management, and landscaping practices should be developed 
alongside pest management considerations. In particular, easy access to water 
sources (such as standing water from rain sources or steady supply from leaking 
pipes) can create pest management problems. 
 
BP15 Green Purchasing 
Incorporating green purchasing strategies for exterior maintenance activities into 
the overarching green purchasing guidelines for the company helps to align 
purchasing processes throughout the entire organization. 
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Readiness Review Questions 

1. How is landscape debris and waste handled? Are there opportunities for landfill 
diversion through practices such as composting the debris onsite, using it for onsite 
mulching needs or bringing it to a municipal or commercial composting facility? 

2. How are plantings maintained? Are plants being pruned at proper times of the year and 
in good horticultural practice to reduce stress and loss of plant material? Are there 
opportunities to introduce more native and adapted plantings in order to provide 
ecological benefit and reduce fertilizer and pesticide use? 

3. Is there sufficient mulch to help maintain soil moisture to reduce supplemental watering 
needs? 

4. What fertilizers are used onsite, and how are they applied? 
5. How is snow and ice removal handled on drives and walkways? Is there an opportunity 

to implement an “anti-icing” program? 
6. How is cleaning handled for the building’s exterior and hardscape? Are there 

opportunities to use less environmentally harmful products? 
7. What maintenance equipment is currently used onsite? How and when is maintenance 

equipment purchased? Are there opportunities to procure low impact equipment? Do 
opportunities exist to substitute manual practices for power equipment, or electric for 
gas-powered equipment? 

8. Is flooding or stormwater infiltration an issue during high volume rains? Site 
maintenance and design can be used to manage nuisance water and protect the 
building and site’s physical infrastructure. Examples include reducing impervious 
surfaces and using landscaping features to help stormwater infiltrate naturally. 

9. What erosion and sedimentation issues occur, or could occur, on the project site, and 
how should these issues be managed? Remember that the potential for erosion and 
sedimentation issues exist on all properties. On urban sites, be mindful of runoff into 
storm sewers, and how it might contribute to downstream sedimentation and pollution. 

10. Do your current vendors offer sustainable site management services? If not, are they 
willing to learn and adopt new practices? 

11. Does your building have a staff person directly responsible for site management? If so, 
involve that person in this best practice from the to start. If not, designate at least one 
point person to work with vendors to develop and implement comprehensive 
procedures. 
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BP15 GREEN PURCHASING 
Many buildings develop recycling and waste management strategies while 
unaware of the important, complementary role that green purchasing plays. A 
green purchasing strategy can be integral for achieving high levels of waste 
diversion by ensuring most materials that come through the building match the 
recycling collection and diversion process. Additionally, recycling becomes more 
viable and cost effective when there is a robust market for products derived from 
recycled content. 
 
This best practice is intended to support the elimination of adverse environmental 
effects caused by products and materials acquired for the normal operations of the 
business by helping building operators evaluate their purchasing practices and 
transition to green product options where possible.   
 

OBJECTIVE 
Create and implement a procurement policy that prioritizes products and materials 
with environmentally-preferrable attributes. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 Written purchasing guidelines summarizing sustainable purchasing criteria and 

strategies of products and materials purchased for the normal, day-to-day, 
operations of the building or tenant-controlled space. Purchasing guidelines 
must, at minimum, include the following: 

• Purpose: clear statement of why the policy exists and how it will support 
the overall sustainability goals of the organization. 

• Start Date: date the policy goes into effect. 
• Scope: activities covered by the policy. 
• Goals: intended outcomes of the policy. 
• Responsible Parties: person(s) or department(s) responsible for 

implementing certain sections of the policy. 
• Guidelines: procedures to implement the policy. 
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• Strategies: methods or techniques used to enhance implementation of 
the policy. 

• Performance Metrics: procedures on quantifying the policy’s success.  
• Tracking: method of monitoring the success of the policy.  
• Continual Improvement: process for promoting and implementing 

ongoing improvements to the policy.  
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 

 
Step 1. Perform an annual review of data from the past 12 months of purchases 

made by the organization to identify, at least, the top five product types 
(by spend or volume) considering ongoing purchases such as paper 
products, office supplies, printer cartridges, batteries, light bulbs, food, 
and catering, as well as infrequent purchases such as office equipment, 
appliances, maintenance equipment and supplies, and tools for general 
building operations and maintenance. 

 
Step 2. Identify opportunities to better align purchasing with sustainable best 

practices and environmentally preferred products, focusing first on high-
volume and high-impact purchases. 

 
Step 3. Evaluate the feasibility of these opportunities and develop a green 

purchasing strategy for the year ahead.  
 

Step 4. Establish written guidelines that summarize the green purchasing 
strategy. 

 
Step 5. Communicate with building occupants at least annually regarding the 

building’s purchasing criteria and associated benefits, such as better 
indoor air quality (low/no volatile organic compounds (VOCs), reduction 
in waste hauling fees, less deforestation (recycled content), and less 
waste to landfill (packaging and non-disposables). 
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EXAMPLE 
Example 1. Sample green purchasing policy. 

 

https://www.bit-user.org/sites/default/files/documentation/BP15%20Green%20Purchasing%20Policy_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• ENERGY STAR Product Finder 
Search database for ENERGY STAR certified products. 
 

• WaterSense Product Search 
Search database for WaterSense certified products. 
 

• Mindful Materials 
Database platform for manufacturers to communicate transparency and 
optimization information for their building products. 
 

• ecomedes 
Search database products environmentally certified products and building 
materials. 
 

• UL Spot 
Search database products environmentally certified products and building 
materials. 
 

• EPA’s Sustainable Marketplace: Greener Products and Services 
Search database of environmentally preferable product, material, and service 
standards/ecolabels. 
 

• National Association of State Procurement Officials 
Promotion of best practices, education, professional development, research, 
and innovative procurement strategies. 
 

• Sustainable Purchasing Leadership Council 
The SPLC convenes buyers, suppliers, and public interest advocates to 
develop programs that simplify and standardize sustainable purchasing 
efforts by large organizations.  

https://www.energystar.gov/products
https://lookforwatersense.epa.gov/products/
https://www.mindfulmaterials.com/
https://www.ecomedes.com/
https://spot.ul.com/
https://www.epa.gov/greenerproducts
https://www.naspo.org/
https://www.sustainablepurchasing.org/
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RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning 
The annual planning meeting is a good opportunity to consider and decide on any 
updates that should be made to the green purchasing criteria. 
 
BP05 Waste Audit & Planning 
Waste audits can reveal the major material types being purchased and used in the 
building. Audits also help identify what purchasing strategies improve diversion 
rates, by avoiding products that cannot be easily collected and recycled. 
 
BP10 Waste Management 
A green purchasing strategy is integral for achieving high levels of waste diversion 
by ensuring most materials that come through the building match the recycling 
collection and waste diversion processes. Additionally, recycling becomes more 
viable and cost effective when there is a robust market for products derived from 
recycled content. 
 
BP16 Green Building Design & Fit-Out 
Incorporating green purchasing strategies for fit-out and renovation projects into 
the overarching green purchasing guidelines for the company helps to align 
sustainable purchasing processes throughout the entire organization. 
 
 

Readiness Review Questions 

1. Do you have purchasing data available to help you determine the top product 
categories purchased at your building? What sustainability criteria are relevant for each 
product category? 

2. Does the most recent waste audit provide clues about green purchasing opportunities? 
Improving waste diversion rates oftentimes hinges upon adjusting purchasing practices 
to reduce waste and minimize the influx of materials that are difficult to reuse or recycle. 
Do the green purchasing guidelines help enhance waste management goals and 
practices? 

3. Who is responsible for purchasing—one person or many? Does a centralized 
department manage procurement, or is each division responsible for procuring their 
own materials? 

4. Who will be responsible for developing and maintaining the green purchasing strategy 
and documentation? 

5. What are the potential barriers to this project achieving sustainable purchasing? 
6. How can you involve your vendors and tenants in supporting your goals? 



 

BIT Building Program Manual   Page 144 of 151 

BP16 GREEN BUILDING DESIGN & FIT-OUT 
Most buildings undergo some type of design and fit-out activity over their 
operating lives, due to equipment retrofits, tenant fit-outs in commercial buildings, 
unit refreshes in multifamily properties, or periodic space reconfigurations and 
updates in municipal, institutional, or owner-occupied facilities. 
 
This best practice is intended to minimize adverse environmental effects caused by 
renovation and fit-out activities by helping building operators learn to take 
advantage of these activities to improve building performance and sustainability 
over time.  
 
The guidelines shouldn’t be positioned as binding requirements unless that is 
clearly stipulated and the building owners’ intent. Rather, they provide a shortcut 
in helping project managers and design teams to incorporate green practices into 
projects that take place in the building. 
 
Aside from establishing the guidelines, it is critical they are communicated to the 
correct internal and external personnel early in a renovation or fit-out project. 
 

OBJECTIVE 
Create and implement green building design and fit-out guidelines that help to 
improve environmental and health performance by outlining sustainable 
renovation and fit-out practices and prioritizing the use of building products and 
materials with environmentally-preferrable attributes. 
 

SUBMITTAL REQUIREMENTS 
The following are the required submittals in order to fulfill the objective of this best 
practice. 
 
 Written green building design or fit-out procedures for the building that, at 

minimum, address the following: 
• Design guidelines that help improve at least two of the following 

performance metrics: 
o Energy performance. 
o Water performance. 
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o Waste management. 
o Indoor air quality. 

• Green purchasing criteria. 
• Waste management protocols. 
• IAQ guidelines. 
• Communication protocols to disseminate guidelines to the appropriate 

parties. 
 
For Tenant-Controlled Spaces 
Option 1. Building design and Fit-Out Guidelines 

 Written design or fit-out procedures for the building that, at 
minimum, address the following: 

• Design guidelines that help improve at least two of the 
following performance metrics: 

o Energy performance. 
o Water performance. 
o Waste management. 
o Indoor air quality. 

• Green purchasing criteria. 
• Waste management protocols. 
• IAQ guidelines. 
• Communication protocols to disseminate guidelines to the 

appropriate parties. 
 

OR 
 

Option 2. Tenant Space Fit-Out Guidelines 
 Written tenant-space fit-out guidelines that, at minimum, address 

the following: 
• Design guidelines that help improve at least two of the 

following performance metrics: 
o Energy performance. 
o Water performance. 
o Waste management. 
o Indoor air quality. 

• Green purchasing criteria. 
• Waste management protocols. 
• IAQ guidelines. 
• Communication protocols to disseminate guidelines to the 

appropriate parties. 
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OR 
 

Option 3. Declination from Ownership/Management 
 Documentation of request to ownership/management for green 

building design and fit-out guidelines and any response to the 
request. 

 Process for reengaging ownership/management on, at least, an 
annual basis. 
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IMPLEMENTATION GUIDANCE 
The following are recommendations for implementing this best practice. 
 
Step 1. Establish and provide written design guidelines for base building 

and/or tenant space renovations that promote green strategies and 
improve overall building performance during space churn and upgrades 
including: 

• A process by which the design guidelines are disseminated to the 
appropriate parties and successfully integrated into design 
processes. 

• Address design and fit-out practices that improve: 
o Energy performance 
o Water performance 
o Waste management 
o Indoor air quality 

 
Step 2. Review guidelines regularly though no less than once every 5 years. 

Update as needed. 
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EXAMPLES 
Example 1. Sample green renovation and fit-out policy. 

 

https://www.bit-user.org/sites/default/files/documentation/BP16%20Green%20Renovation%20%26%20Fit-Out%20Policy_EXAMPLE.pdf
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TOOLS AND RESOURCES 
 

• ENERGY STAR Product Finder 
Search database for ENERGY STAR certified products. 
 

• WaterSense Product Search 
Search database for WaterSense certified products. 
 

• Mindful Materials 
Database platform for manufacturers to communicate transparency and 
optimization information for their building products. 
 

• ecomedes 
Search database products environmentally certified products and building 
materials. 
 

• UL Spot 
Search database products environmentally certified products and building 
materials. 
 

• EPA’s Sustainable Marketplace: Greener Products and Services 
Search database of environmentally preferable product, material, and service 
standards/ecolabels   

https://www.energystar.gov/products
https://lookforwatersense.epa.gov/products/
https://www.mindfulmaterials.com/
https://www.ecomedes.com/
https://spot.ul.com/
https://www.epa.gov/greenerproducts


 

BIT Building Program Manual   Page 150 of 151 

RELATED BEST PRACTICES 
 
BP02 Annual Sustainability Planning 
The annual planning meeting is a good opportunity to consider and decide on 
any updates that should be made to the green building design and fit-out 
guidelines. 
 
BP10 Waste Management 
Incorporating waste management strategies for fit-out and renovation projects 
into the overarching waste management guidelines for the company helps to 
align waste management processes throughout the entire organization. 
 
BP15 Green Purchasing 
Incorporating green purchasing strategies for fit-out and renovation projects into 
the overarching green purchasing guidelines for the company helps to align 
sustainable purchasing processes throughout the entire organization. 
  

Readiness Review Questions 

1. Are there currently guidelines or specifications that inform renovation and fit-out 
projects? If so, it’s likely best to integrate green building best practice guidelines into 
the existing materials.  

2. Are there base building systems that will influence the type of equipment likely to be 
relevant in a fit-out situation? For example, is heating and cooling provided by a central 
plant? If so, focus the guidelines on the type of terminal units that are compatible with 
the base building systems. 

3. Should the guidelines establish mandatory criteria, or just recommendations for the 
design team to consider? Particularly in instances where the building owner is 
responsible for operating costs, it may make sense to make certain criteria mandatory. 

4. Who should be responsible for facilitating an annual review and update process, and 
make sure guidelines are appropriately distributed? 

5. What upgrades and renovations are likely to take place in the building? Try to anticipate 
future activities so that guidelines can be tailored to the most relevant opportunities. 
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REFERENCE STANDARDS 
 ASHRAE Procedures for Commercial Building Energy Audits 
 ANSI/ASHRAE/ACCA Standard 180-2018 
 ANSI/ASHRAE Addendum d to ANSI/ASHRAE Standard 15-2016 
 ISO 14001:2015 Environmental Management Systems 
 ISO 16000-40:2019 Indoor air - Part 40: Indoor air quality management 

system   
 ISO 46001:2019 Water Efficiency Management Systems 
 ISO 50002:2014 Energy Audits 
 GRI 302-1: Energy consumption within the organization 
 GRI 302-3: Energy intensity 
 GRI 306-2: Management of significant waste-related impacts 
 GRI 306-3: Waste Generated 
 EPA’s I-BEAM: Baseline IAQ Building Audit: Indoor Spaces 
 Section 608 of the Clean Air Act: Stationary Refrigeration and Air Conditioning 
 BOMA International Preventive Maintenance Guidebook- Best Practices to 

Maintain Efficient and Sustainable Buildings 

https://www.ashrae.org/technical-resources/bookstore/procedures-for-commercial-building-energy-audits
https://www.ashrae.org/File%20Library/Technical%20Resources/Bookstore/previews_2016639_pre.pdf
https://www.ashrae.org/file%20library/technical%20resources/standards%20and%20guidelines/standards%20addenda/15_2016_d_20181023.pdf
https://www.iso.org/standard/60857.html
https://www.iso.org/standard/70424.html
https://www.iso.org/obp/ui/#!iso:std:68286:en
https://www.iso.org/standard/60088.html
https://www.globalreporting.org/standards/media/1009/gri-302-energy-2016.pdf
https://www.globalreporting.org/standards/media/1009/gri-302-energy-2016.pdf
https://www.globalreporting.org/standards/media/2573/gri-306-waste-2020.pdf
https://www.globalreporting.org/standards/media/2573/gri-306-waste-2020.pdf
https://19january2017snapshot.epa.gov/indoor-air-quality-iaq/indoor-air-quality-building-education-and-assessment-model
https://www.epa.gov/sites/production/files/2018-09/documents/section_608_of_the_clean_air_act.pdf
https://www.techstreet.com/boma/standards/preventive-maintenance-guidebook-best-practices-to-maintain-efficient-and-sustainable-buildings?product_id=1876405
https://www.techstreet.com/boma/standards/preventive-maintenance-guidebook-best-practices-to-maintain-efficient-and-sustainable-buildings?product_id=1876405
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