UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice AS-2245
Washington, DC 20250

For: FFAS Offices

USDA FFAS Purchase Card Green Purchasing Program (GPP)

Approved by: Acting Deputy Administrator, Management

pmu L. e

1 Overview

A Background

The USDA Charge Card Service Center (CCSC), in collaboration with FFAS, is advancing
GPP to promote and advance President Obama’s Executive Order 13514, “Federal
Leadership in Environmental, Energy, and Economic Performance”, and former President
Bush’s Executive Order 14323, “Strengthening Federal Environmental, Energy, and
Transportation Management”.

GPP’s purpose is to increase green purchasing and track these transactions within US Bank
Access Online (AXOL). Currently, there is no radio button or designated field titled, “Green
Purchasing” and the CCSC team is aware of this technological constraint. CCSC is working
with the AXOL development team to add a “Green Purchasing” radio button to facilitate
tracking green purchases.

Purpose
This notice:

e identifies the means for tracking green purchases in AXOL until a “Green Purchasing”
radio button can be incorporated

Note: The GPP workgroup has decided to use the current AXOL field, “Agency
Specific Data”. Purchase cardholders are not required to enter any data in this
field according to DR 5013-6; however, FFAS is requiring documentation in this
field at the Agency level as a tracking tool for green purchases.

e provides the link to the New Green Purchasing Training for purchase cardholders at
http://www.dm.usda.gov/procurement/ccsc/docs/pctraining/ GSABuyGreenV2.pdf

e establishes October 1, 2012, as the start date for the required green purchase tracking in
AXOL.

Disposal Date Distribution

January 1, 2014 All FAS, FSA, and RMA Offices; State Offices

relay to County Offices
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Notice AS-2245
1 Overview (Continued)
C Contacts

Direct questions about this notice according to this table.

IF there are questions about... |THEN contact...

technical help for AXOL either of the following, as applicable:
e 800-254-9885, Option 2 for US Bank Help Desk

e 888-994-6722 for purchase cardholders and
administrative officers.

procurement policy Yvonne Howerton, Contracts Operations Branch Chief,
by either of the following:

e e-mail at yvonne.howerton@wdc.usda.gov
e telephone at 202-690-5401.

FFAS Purchase Card Program either of the following:
e Sheryl Welch, APC, by either of the following:

e e-mail at sheryl.welch@kcc.usda.gov
e telephone at 816-926-6108

e LaVerne Walker, APC, by either of the following:

e e-mail at laverne.walker@wdc.usda.gov
e telephone at 202-720-4044.
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2 Policy

Notice AS-2245

A Mandatory Tracking in US Bank AXOL

10-12-12

The GPP workgroup recently developed a process to support GPP that requires purchase
cardholders to perform 2 steps when procuring green items. Purchase card users shall follow
this table to document green purchases, and proper percentage allocations, when a purchase
consists of both green and nongreen products.

Step Action
1 |ldentify green products using labels and descriptions. See Exhibit 1 for guidance.
2 | Toassist CCSC with tracking green purchases, in the:
e “Agency Specific Data”, field under the “Comments” section of Transaction
Management, ENTER “Green”
e “Item Description”, enter details available from the purchased item.
Example: “Copy Paper — 30% Post Consumer Recyclable Paper”.
Assistance

GPP is a 2-fold incentive program promoting green purchasing categories and labels while
incorporating a tracking system within the current reconciliation process. All FFAS purchase
cardholders are an integral part of GPP. Because GPP is a new and experimental, forward
any comments, suggestions, and creative ideas to either of the following:

e Sheryl Welch, APC, by either of the following:

e-mail at sheryl.welch@kcc.usda.gov
telephone at 816-926-6108

e LaVerne Walker, APC, by either of the following:

e-mail at laverne.walker@wdc.usda.gov
telephone at 202-720-4044.

GSA’s purchasing web site, “USDA Advantage” provides purchase cardholders the ability to
search for green products. See Exhibit 1, subparagraph B.
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Notice AS-2245 Exhibit 1
Green Purchasing
A Green Purchasing Categories and Labels

Green purchasing, as referenced in the Green Purchasing Affirmative Procurement Program
(GPAPP) are defined as purchasing and using the following:

e biobased/BioPreferred
e Electronic Product Environmental Assessment Tool (EPEAT)

e energy efficient (ENERGY STAR® labeled, Federal Energy Management Program
(FEMP)-designated, and low standby power)

e environmentally preferable
e non-ozone depleting products
e recycled content

water efficient.

The following logos and associated categories will assist cardholders with identifying green
products:

o amsls Biobased

o EBEN Epeat

. E Energy Star Compliant
o FEMP FEMP Energy Efficient
. ﬁ Recycled Content

‘ Water Efficient Logo — EPA Water Sense Program.
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Notice AS-2245 Exhibit 1

Green Purchasing (Continued)

B Green Purchasing Using USDA Advantage

Follow these steps to identify green products through the USDA Advantage web site.

Step

Action

1

Go to www.usdaadvantage.gsa.gov and enter user ID and password.

Note: Purchase cardholders must possess a user ID and password. Screen prompts
will walk users through the process to obtain a user ID and password.

Y <) e,
USDA Advantage! / M\
AHEENIGEOh e oy Getere ey A T e W)
Welcome to USDA's Virtual Marketplace

Welcome to the United States Department of Agriculture (USDA) virtual

i : 05 marketplace, known as Ui dvantage. This partnership between USD:'-‘._a_nd the
User 10: |jmkB625 General Services Administration (GSA&) is part of USDA's Integrated Acquisition
System (IAS) "e-Alliance” initiative, an effort to better leverage USDA spending

FPassword: [eeesssses power to obtain better pricing, ordering methods, and delivery terms for commonly

acquired items and services.

w Unlike other Internet-based shopping sites, this site is designed especially for USDA

personnel. USDA Advantage includes USDA discounted Blanket Purchase
Forget your User 1D or Password? hgreements (EPAs) negotiated for USDA users. These lower prices can help you
stretch your bu t further to better deliver your organization's mission to the
Get your User ID or Password. American public.
Reaqister Here

USDA personnel are reminded that USDA Advantage is for purchases in support of
USDA official business only. Personal purchases are prohibited. All purchasze card
and procurement policies remain in full force and effect. USDA Advantage contains a
broad range of products. Only items for which there is a legitimate business need
shall be acquired.

hat is “FOR OFFICIAL USE

ng unauthorized sctiviti

Thisis 5 US Geners| Servioes Administrstion comp: to be sssumed  Individusls

fou

ubject to menitoring. T
; action indluding Fimin
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Green Purchasing (Continued)

Notice AS-2245

B Green Purchasing Using USDA Advantage (Continued)

Step

Action

2 |Onthe USDA Advantage Welcome Back Screen, CLICK “Advanced Search”.

USDA Advantage!

A Service of the U.S. General Services Administration

£} | Products | Services | NSN Ordering

WETCGIE, JULTE ROCH
Account | Order Status/History | Parked Carts | Help | Logout

/S rrrromm E

eBuy | elibrary | GSAXcess®

Ditsms: $0.00 'rycar(.\.E.

(=)

Advanced Search

Search Products

Products

Building Materials & Structures
Electronics & Appliances

Facilities Maintenance Products
Furniture & Furnishings

Hospitality, Food Service & Cleaning
Industrial Supplies & Equipment
Scientific, & Medical

Laboratory,
Law Enforcement, Fire, & Security
Office Equipment

Office Supplies

Office Equipment & Supplies - FS51
Recreational, Apparel & Awards
Technology Products

Tools, Paint & Hardware

Vehicles, Machinery & Equipment

Services

Adwvertising & Marlketing Services

Energy Services

Engineering Services
Environmental Services

Facility Management Services
Financial Services

Furniture Services

HR, EEQ, & Counseling Services
Language Services

Logistics Services

Management & Consulting Services

Building Material & Industrial Services

Exhibit 1

Welcome Back!

1
[advanced Sear

. June 06, 2012
how can we be of service today?

USDA Advantage is part of USDA's Integrated Acquisition System (IAS) "e-Alliance” initigfive, an effort to better
leverage USDA spending power to obtain better pricing, ordering methods, and delivery/terms for commonly acquired
items and services. It is a partnership between the USDA Office of Procurement and Ffoperty Management and the
General Services Administration.

Message Center © = New Message

Message Date

Your credit card has expired/will exzpire scon! Click here to update ('5,-’11,-'2('12;‘

=
Strategic Sourcing BPAs

Strategic Sourcing Home/View all EPAS »

Froduccs -
ervices -

@ Advantage!

\ Search Results
Enhancements

Special Programs

yOne Program wildland Fire Program
=hopping for available ickly locate availzble
/]

stop ¥
vOne solutions ved NFES products
Disaster Relief
We have = full range of
products and ces for relief
& preparednes:

tal Program
o green products

Security Solutions
Locate critical security related
products and services

American Recovery &
R

Learn more >>
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Notice AS-2245 Exhibit 1

Green Purchasing (Continued)

B Green Purchasing Using USDA Advantage (Continued)

Step Action

3 | The Advanced Search Page will be displayed where users can search for green products
based on an environmental classification.

Home > Advance d Search

Advanced Search

Products Search | | Services Search

Search for: IaH the words j |cnpy paper in I any product field

Category: IOﬁ'lce Equipment & Supplies - FSS|

2rice more than §
Sort: [Most relevant - I” show only Trems s

— 'm ™ Show only items that include = s MRation Pricing)

Minimum Order: |- show all - -

Limit Results to:

Enter/select criteria
sedio-aco]  TOF Item to be
M @ seere: r === purchased and

I service
[T FEMP Feyp Energy Efficient items

r é WaterSense [ U8 Lowvoc B o CLICK “SearCh”'

' woman

Green/Other

[ PRI o 1ME Program ftems T women owned small business (WOSE)

O BBl ot i o [mi Economically disadvantaged women owned small business

(EDWOSE)

03 information available [~ WESHAP MESHAP compliant

certified small disadvantaged business

=% certified HUB Zone firm
SPD-12 Certified ™ K2 Hazmat 1tem

BA-certified 8(a) firm
Source For State and Local Government Organization use only
7 B G3A Global Supply™ items C

ov Disaster Recovery Purchasing items
XD va Medical items

[ M AbilitvOne/NIE/NISH mandatory iterms

[T 'Rmew Cooperative Furchasing items

[ Uniodf’ NICOR mandatory items

I BPA Items
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Green Purchasing (Continued)

Notice AS-2245

B Green Purchasing Using USDA Advantage (Continued)

Exhibit 1

Step

Action

Note: All items displayed are green products.

4 | Based on user’s selections in step 3, a list will be displayed, similar to the following,
from which to browse and make selection.

|F|nd all these words j

Categories
« Any Category

« FSSI-Office Supply

Copier and printer papert
Multipurpose paperi

Paper pads or notebooks
Self adhesive note paper
Writing paper!

Cardstock papers
Computer printout papert
Parchment paper|

Plotter papert

Ledger paper

Calculator or register paper
Netebook filler paper
Tracing paper!

Label papers

Index cards

Stationery

Foolscap sheets

Log books or pads
Facsimile machines

Office machine trays or feeder

Narrow Results

Contractors
See all Contracters

Photos
show all
show only items with photos

Socio-economic

Small Business:

Woman cwned SB

SBA cert disadvantaged SB
Qther than SB

Green/Special Features

CPG Compliant Itemns

Disaster Recovery items
American Recovery and Reinvest...

Manufacturer
NIB

REDIFORM OFFICE PRODUCTS,
\ PAPERS

U PAPER PRINTING &
ING SPRING PAPER PRODUCTS

RO,

copy paper ¥|
and FSSI-Office Supply X|

and CPG Compliant Items X|

IMost relevant =
Sort by:

Limit by price:

PAPER,COPY,8.5X11,GRD# ¥3
SPRO5125

Premium Copy Paper, 20Lb, 8-1/2"x11", S00/RM, Goldenrod Fremium Copy Paper works well in high-
speed copiers and laser printers. Each 20 |b. sheet is precision-cut and lint-free. Pa...

Mfr: SPARCO PRODUCTS
Contractor: METRO OFFICE PRODUCTS [GS-14F-0032K] (= d)
BPA#: G5-02F-XA004 Other Terms and Conditions apply for this BRA

[Bea] 3 TEEN aRRA

PAPER,COPY,RECYCLED,8.5x11.7 ¥3
MAT42710

Copy Paper, 8-1/2"x11", 20lb, 52 Bright, 500/PK, White 20 Ib., 52 brightness, letter size white copy
paper is ideal for use with high speed cepiers, office printers and plain paper...

Mfr: NATURE SAVER

Contractor: METRO OFFICE PRODUCTS [GS-14F-0032K] (g d)

BPA#: G5-02F-XA004 Other Terms and Conditions apply for this SPA

A 3 0

WAU62331 ** OPAQUE COPY PAPER, 24#, USEY b3
WAU62331

WAUS2331 ** Wausau's Offset Opaque Paper. Premium 24 Ib. weight offers the durability necessary
for many applications. Copier, inkjet and laser guaranteed. Contains 30 percent post...

Mfr: WAUSAU PAPERS

Contractor: METRO OFFICE PRODUCTS [GS-14F-0032K] (s d)

BPA#: GS-02F-XAQ04 QOther Terms and Conditions applv for this 8PA

go to C lid. d View (What's this?)
1123145 Next=
$8.63 M

3-4 days delivered ARO
from 69 sources

"By Compare’

$94.01 T
3-4 days delivered ARO
from 27 sources

"Buy/Compare’

$6.39 A
3-4 days delivered ARO
from 146 sources

SPRO5122 ** PAPER,COPY,8.5X11,CY SPR05127 M@
ESSELTE PENDAFLEX SPRO5122 ~
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Notice AS-2245 Exhibit 1

Green Purchasing (Continued)

B Green Purchasing Using USDA Advantage (Continued)

Step

Action

5

Users may have to search selections to complete the “Item Description” as required in
subparagraph 2 A, step 2.

Example: “Copy Paper — Recycled Content 30%”.

7 "5}( J ‘ Welcome, JULIE KOCH
US DA Advantage! L\ My Account | Order Status/History | Parked Carts | Help | Logsu

2Buy | elibrary | GSAXceszG)

A Service of the U.5. General Services Administration

0 items: 3000wy con X5

£+ | Products | Services | NSN Ordering Search Products j@
advanced Search
Home > Product Detail
PAPER,COPY,8.5X11,GRD #

Mfr Part No.: 05125 B [ specs

Contractor Part No.: SPRO5125

UPC/ISBN/GTIN: 5255008051 Product Information

Manufacturer: arce Products Media Size Letter 8.50" x 11"

Contract No.: 4F-0032K (ends: Aug 21, 2015) Media Weight 20.00 Ib

MAS Schedule/SIN: EBrint Technalogy Laser

BPA No.:

Warranty: Features . Ht-fﬁel

Made In: UNITED STATES OF AMERICA " sl

Weight: 5.000 LB 0 s

Order Increment: 1

Physical Characteristics

$8.63 A BPA| Slanket Purchase Agreement ;?ﬁ;"a“enus et
=sold and shipped by @ Ceomprehensive Procurement Guidelines (CPG) Compliant Recycled Yes
METRC OFFICE PRODUCTS X o Recycled Content 30%
Lt VD Recov Disaster Recovery Purchasing items Post-consumerwasted ey
ARRA pmerican Recovery and Reinvestment Act of 2009 Assembly Required No
Green Compliant Yes
Green Compliance SFI

Certificate/Authority

Compare Available Sources

_ w Instructions: Select price below, enter gty at left, then Add to Cart. To view another contracter description, simply select the Contractor in the list below.
Quantity: @Indicates when velume discounts are offered.

Price/Unit ¥ Features Contractor ¥ Socio Green Photo Deliv Days ¥ Min ¥ FOB/Shipping ¥
ol $4.342M 5 [s2 Sremier Business Products Inc. = 1 day shipped ARO $50.00 e
ol $4.50 E& 0 SHOPLET.COM s 2 days shipped ARO D-CONUS/O-AK.PR,HI
o] 54.51 l_ﬂ B & D SUPPLIES sd 3 days shipped ARO 550.00 D-CONUS/O-AK.PR.HI
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