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RESPONSIBLE PROCUREMENT POLICY TEMPLATE[footnoteRef:2] [2:  N.B. If your organization makes such a policy public, the statements must be based on “sufficient and appropriate corroborative evidence” as stipulated by the Competition Act (C-59).] 

The Responsible Procurement Policy was developed using various tools available from the Espace de concertation sur les pratiques d’approvisionnement responsable (ECPAR), a network of organizations that facilitates the adoption of responsible procurement practices by providing resources, tools, and training courses accessible to all[image: A black and white logo
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Circular economy: “A system of production, exchange, and consumption that aims to optimize the use of resources at all stages of the life cycle of a good or service, while reducing the environmental footprint and contributing to the well-being of individuals and communities.” (RECYC-QUÉBEC, 2025)
Disposal: “The final treatment or combination of final treatments used to transform waste into materials that are harmless to the environment.” (RECYC-QUÉBEC, 2025)
Eco-design: “Integration of environmental aspects at the design stage of products and services in order to minimize impacts throughout their life cycle.” (RECYC-QUÉBEC, n.d.)
Eco-responsible: “Refers to a natural or legal person, a behaviour, or an activity that takes into account principles of long-term respect for the physical, social, and economic environment.” (RECYC-QUÉBEC, 2025)
End waste: “Waste resulting from the sorting, packaging, or recovery of residual materials.” (RECYC-QUÉBEC, 2025)
Environmental footprint: “A measure equivalent to the area of productive land and water required to meet human consumption needs.” (RECYC-QUÉBEC, 2025)
Functional economy: “A business model that promotes selling the use of a product rather than the product itself, focusing on performance in use. Users buy the function, not the product.” (RECYC-QUÉBEC, n.d.)
Industrial ecology: “A network of companies and communities linked by exchanges of materials (e.g., by-products), water, or energy. Such exchanges generate synergies, as the waste of one becomes the resource of another.” (RECYC-QUÉBEC, n.d.)
Life cycle: “All stages in the life of a product, process, or service.” (RECYC-QUÉBEC, 2025)
Linear economy: “A system of production, exchange, and consumption in which resources are extracted to manufacture products that are subsequently delivered, consumed, and discarded, without consideration for the carrying capacity of ecosystems.” (Office québécois de la langue française, 2025c)
Recovery: “Any operation that is not disposal and aims to obtain useful products or energy from residual materials.” (RECYC-QUÉBEC, n.d.)
Recycling: “The use of recovered material in a manufacturing process as a substitute for virgin material. Composting and biomethanization are also considered recycling processes.” (RECYC-QUÉBEC, 2025)
Residual materials: “Any residue from production, processing, or use; any substance, material, or product; or, more generally, any movable property discarded or intended to be discarded by its owner.” (RECYC-QUÉBEC, 2025)
Responsible procurement: “A procurement method that takes into account environmental, social, and economic criteria with a view to sustainable development.” (Office québécois de la langue française, 2025b)
Reuse (or reutilization): “Repeated use of a product or packaging without changing its appearance or properties. The sale and donation of used items, even if cleaned or repaired, are considered forms of reuse.” (RECYC-QUÉBEC, 2025)
Sharing economy: “A set of exchanges between users who focus on shared use, collaborative production, and bartering. Priority is given to the temporary pooling of resources or the permanent redistribution of goods with or without compensation.” (RECYC-QUÉBEC, n.d.)
Source reduction: “Actions aimed at preventing or reducing the generation of waste during the design, manufacturing, distribution, and use of a product.” (RECYC-QUÉBEC, 2025)
Sustainable development: “Development that meets the needs of the present without compromising the ability of future generations to meet their own needs. Sustainable development is based on a long-term approach that considers the inextricable nature of the environmental, social and economic dimensions of development activities.” (RECYC-QUÉBEC, 2025)


[Statements in brackets, such as this one, represent guidelines and recommendations intended for users of the template, as well as section headings. These statements should be removed in the final version of the document.] 
[To make this document your own, select the segments that best reflect your organization’s vision and use them to draft your own policy. Remove any statements or sections that do not apply to your organization to create your official policy document.]
[Please note that the Responsible Procurement Policy is part of a broader sustainable development approach (e.g., Sustainable Development Strategy).]
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[A Responsible Procurement Policy is most effective when integrated into an existing procurement policy; otherwise, the policy should also cover the essential elements of a standard procurement policy.] 
This Responsible Procurement Policy has been issued to establish sustainable practices for the acquisition of goods and services within (NAME OF ORGANIZATION). It enables the integration of environmental, social, and economic criteria into the procurement processes of (NAME OF ORGANIZATION) (Office québécois de la langue française, 2025a; Tourisme durable Québec, 2021). 
Responsible purchasing is defined as the acquisition of goods and services that generate “the most positive environmental, social, and economic impacts possible throughout their entire life cycle” (ECPAR, 2025). 
[The following points are relevant elements to provide a context for the policy.]
[Vision]
The vision of (NAME OF ORGANIZATION) is to: 
· Mitigate the environmental impact of its supply chain;
· Make this approach part of a broader sustainable development strategy; 
· Establish a presence in the local network, particularly by forming partnerships with stakeholders engaged in sustainable practices;
· Make purchases sustainable, covering every link in the supply chain;
· Ensure ethical purchasing practices that comply with standards of fairness, health, and occupational safety. 

[Commitments]
(NAME OF ORGANIZATION) is committed to: 
· Apply best practices in responsible procurement;
· Integrate responsible procurement into its procurement policy; 
· Provide training to all procurement managers on responsible procurement practices; 
· Promote responsible suppliers by applying purchasing criteria that support this approach.
[Framework]
[Regulatory frameworks, international standards, and internal strategies or policies can guide the development of a Responsible Procurement Policy. Some examples are provided below.]
This responsible procurement approach is part of several province-wide initiatives, including information shared by the Réseau d’organisations pour l’approvisionnement responsable and Tourisme durable Québec (ECPAR, 2025; Tourisme durable Québec, 2021). 
The [Sustainable Development Policy] of (NAME OF ORGANIZATION) also highlights the importance of sustainable procurement practices and the organization’s commitment to developing a policy in this regard.
The policy also aims to respond to the growing demands of:  
· [Customers]: A clientele increasingly conscious of environmental issues and the impact of the services offered to them;
· [Employees]: Our internal teams striving to support the fight against climate change, the circular economy, and responsible practices; 
· [Suppliers]: Supply chain partners who are taking responsibility and adopting sustainable practices;
· [Financial sector]: A market in transition encouraging a green economy;
· [Organizations]: Those whose responsible procurement policies require the acquisition of responsible and sustainable services;
· [Regional and sectoral tourism associations]: Those calling for more responsible offerings; 
· [Others].
[Leadership]
Through this policy, (NAME OF ORGANIZATION) aims to: 
Take on a leadership role by: 
· [Launching pilot projects]: Initiate responsible procurement efforts through pilot projects within (NAME OF ORGANIZATION); 
· [Leading by example]: Serve as a model in the tourist accommodation sector; 
· [Providing a sustainable tourism offer]: Offer sustainable tourism services; 
· [Maintaining a sustainable supply chain]: Adopt systematically responsible purchasing to ensure service sustainability. 
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[Objectives are intended to be achieved through this policy in order to provide a common direction for sustainable procurement actions within your organization? Set medium- and long-term objectives.] 
Through this policy, (NAME OF ORGANIZATION) establishes a method for integrating sustainability criteria into its purchasing practices and aims to achieve the following objectives: 
· [Medium-term objectives]: Medium-term [1–5 years] 
· [Inclusion of social and environmental criteria]: Increase the proportion of existing procurement procedures that incorporate social and environmental criteria;
· [Policy communication]: Publicly share the policy to ensure transparency with (NAME OF ORGANIZATION)'s partners and customers;
· [Staff information, awareness, and education]: Develop a communication plan to inform, raise awareness, and educate internal employees and certain partners on best practices in responsible procurement;
· [Policy compliance]: Ensure adherence to the policy by employees and partners responsible for procurement; 
· [Inclusion of circular economy principles in procurement methods]: Integrate circular economy principles into (NAME OF ORGANIZATION)'s procurement methods; 
· [Portion of purchases allocated to responsible goods and services]: Increase the proportion of responsible purchases by (NAME OF ORGANIZATION); 
· [Outreach]: Share successes and challenges in sustainable procurement with partners and the public to highlight the efforts and the benefits of responsible procurement. 
· [Long-term objectives]: Long-term [5–10 years]
· [Application]: Ensure compliance with the policy by both employees and suppliers, and monitor implementation of the policy through an action plan; 
· [Service sustainability]: Create sustainable service offerings (banquet/catering, spa/massage, transportation, etc.) through responsible upstream procurement; 
· [Partnerships]: Develop new sustainable partnerships to ensure the continuity of (NAME OF THE ORGANIZATION)'s operations. 
(NAME OF THE ORGANIZATION) also establishes specific sustainable procurement objectives for certain activities, namely:
· [Strategic objectives to be used as a basis for a Responsible Procurement Strategy and action plan] (ECPAR, 2023): 
· [Sustainable design]: Integrate environmental criteria into the design and implementation phases of a project or development to minimize resource use and ensure quality; 
· [Moderation]: Reduce and optimize resource use;
· [Process improvement]: Identify sources of waste in business processes and seek opportunities;
· [Collaborative model]: Exchange and share goods between institutions; 
· [Temporary provision service]: Temporarily rent goods that are underutilized within the organization;
· [Maintenance and repair]: Maintain and repair goods to maximize their lifespan;
· [Sale and donation]: Consider selling or donating goods that are no longer used;
· [Refurbishment]: Recondition damaged goods and products to restore them to a value equivalent to that of new goods; 
· [Functional economy]: Choose functional services (e.g., lighting service) instead of acquiring goods that provide the function;
· [Recycling and composting]: Improve internal waste management processes to increase the recovery rate of residual materials and promote goods with recycling and recovery potential;  
· [Recovery]: Promote waste management practices that offer potential for recovery rather than disposal.
[bookmark: _Toc211946402]SCOPE
The Responsible Procurement Policy applies to all purchasing and procurement practices of (NAME OF ORGANIZATION), regardless of the services or departments concerned. [Examples of services and departments covered by the policy].
· Products or services involved
· Laundry
· Food services (e.g., banquet or catering)
· Rental services (bicycles, vehicles)
· Complementary activities (e.g., spa and pool, gym)
· Rooms
· Buildings
· Other services (e.g., space rental)
· Internal departments involved
· Management
· Purchasing
· Food services
· Housekeeping
· Administration
This policy also applies to external products and services provided to (NAME OF ORGANIZATION) through joint or complementary activities, especially those delivered by partners, suppliers, and subcontractors. 
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[Generally, an organization can choose at least two guiding principles. It is recommended to select between two (2) and four (4) principles that are most closely aligned with the organization’s mission.]
[To facilitate the selection of principles, it is helpful to consider the objectives expected from applying each principle. For example, actions based on a principle of transparency generally involve sharing information with stakeholders.] 
[For each principle, it is recommended to provide reasoning on its relevance and priority.]
(NAME OF ORGANIZATION) relies on guiding principles to align priorities and procurement activities toward common sustainability objectives. 
· Principles guiding responsible procurement actions
· Transparency, integrity, and fairness: Open and honest communication, upholding agreements, honoring commitments, consistent purchasing criteria across partners, etc.
· Respect for human rights: Compliance with local labour standards from suppliers, risk-based assessment of the origin of goods and services, etc.
· Excellence and exemplarity: Quality of goods and services, consistency in sustainable development actions, etc.
· Partnership and shared responsibility: Service agreements, waste collection systems under the responsibility of producers (e.g., returnable containers, paint, electronic products), etc.
· Innovation and continuous improvement
· Principle of non-regression, except in exceptional circumstances: Continuity of responsible procurement actions over time (e.g., avoiding the return to single-use products).
· Ecological transition, social justice and local development: Focus on practices that limit resource consumption and social and environmental impacts.
· Universal accessibility: Accessibility within the organization or through collaborative partnerships.
· Local or regional value creation: Local partnerships, exchange of goods within the same region, etc.
· Social economy: Community services, social added value, etc.
[bookmark: _Toc211946404]Implementation
[Identify and select the actions and measures deemed appropriate under this policy.]
The Responsible Procurement Policy will be implemented through the following measures: 
· [Development of an action plan]: Design, adoption, and implementation. [Refer to the attached plan]
· [Internal committee]:
· [For a large institution]: (1 coordinator and 1 representative per department): Create an internal responsible procurement committee, led by representatives from each department. This committee will meet according to the schedule defined in the action plan. At the same time, the responsible procurement committee will be linked to the sustainable development committee. 
· [For a small institution]: (Assign responsibility to employees [e.g., housekeeping, reception]): Appoint employees to different roles within the organization to participate in discussions and provide input.
· [Consistency with other policies, actions, and indicators]: Ensure that the content of this policy complements the procurement policy of (NAME OF ORGANIZATION).
· [Training, communication, and partnership strategy with suppliers]: Upon the effective date of this policy, it and its contents will be shared with all staff responsible for procurement within (NAME OF ORGANIZATION) as well as with its current partners and suppliers. In addition, new employees responsible for procurement at (NAME OF ORGANIZATION) must adhere to this policy upon joining the organization. New partners and suppliers will be informed of the purchasing criteria included in this policy during initial business discussions. 
· [Departmental Roles and Responsibilities (departmental accountability with respect to strategies/actions)]: Each department involved in procurement is responsible for monitoring the measures in the action plan relevant to them, as well as providing an accountability report.
· [Measures for non-compliance]: When an employee responsible for procurement is found to be in non-compliance with this policy, (NAME OF ORGANIZATION) considers the following measures to be justified: [...] (e.g., mandatory training, sanctions, etc.) For any subsequent offence, the following actions will be taken: [...]. 
[bookmark: _Toc207799383][bookmark: _Toc211946405]governance STRUCTURE
[Appointment of roles and individuals responsible for coordinating and implementing the policy].
With regard to the Responsible Procurement Policy, […]
· The [e.g., sustainable development manager] is responsible for coordinating and implementing the policy.
· The [internal responsible procurement committee] is available to staff for any questions regarding the implementation of this policy and may be consulted as needed. 
· [Department managers] are responsible for sharing the policy with all current employees involved in procurement and for ensuring proper training of new employees during onboarding. Furthermore, it is the role of [department managers] to enforce this policy.
· Due to its overarching vision, management is responsible for standardizing the application of the policy within the organization. In addition, management has ultimate responsibility for implementing the policy and ensuring its application. 
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The Responsible Procurement Policy will be reviewed periodically to ensure its relevance and effectiveness. 
[Accountability frequency and periods]: [Managers of employees working in procurement] are required to submit an [annual] accountability report based on the following performance indicators for their respective departments: 
[Performance indicators]
· Percentage of employees who have read and signed the policy
· Percentage of employees trained in responsible procurement
· Percentage of suppliers informed of the policy
· Percentage of products and services aligned with the organization's guidelines
· Percentage of action plan completed
· Completed implementation stage (planning of initiatives, mobilization of teams from/across different departments, needs assessment, development of responsible procurement procedures, communication with various stakeholders)
[The Responsible Procurement Action Plan is intended to be more flexible than the policy itself, as it contains operational information that is more subject to change and includes concrete objectives that can be achieved. The action plan can be reviewed following accountability periods.] 
The Responsible Procurement Action Plan will be reviewed [every two years] to assess progress, report on the achievement of objectives, and provide an opportunity to set new objectives or action priorities. This process allows for better alignment of the policy with business operations. 
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[Effective date of the Responsible Procurement policy].
[Date of adoption]: The Responsible Procurement Policy was adopted on [day, month, year]. 
[Revised date]: The Responsible Procurement Policy was revised on [day, month, year]. 
[Documents applicable as of the effective date]: In addition to the Responsible Procurement Policy, the following documents are hereby adopted: 
· Responsible Procurement Action Plan [to be attached]
· [Others]
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[A high-level position supporting the policy, in order to lead by example]
· Management and its commitment, for example
· Signature
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[Include the Responsible Procurement Action Plan and other relevant documents here].
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Produced by Stratzer, this tool was developed thanks to the collaboration and financial support of RECYC-QUÉBEC and the ministère du Tourisme, as part of the circular economy showcase project for the tourist accommodation sector.
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