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1.0 About BOMA BESt

BOMA BESt is the leading environmental certification program for existing commercial buildings
in Canada. The certification recognizes excellence in environmental management and
performance through a benchmarking process. It includes the minimum standard of practice for
properties and recognizes higher levels of building operations and management through four
levels of certification.

With four possible levels of certification, users can progress through the program and
continually use the framework of the BESt Practices and BOMA BESt Assessment to improve
environmental performance and management. Every building also undergoes an on-site
verification by a third-party before it can achieve the certification.

BOMA has created specific BOMA BESt Assessments to address office buildings, light
industrial properties, enclosed shopping centres, and open air retail properties such as power
centres or plazas.
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FOUR LEVELS OF CERTIFICATION

BOMA BESt Level 1 indicates that a building has met all of the BESt Practices.

The best practices require that applicants have performed an energy audit and a water audit, and
= can demonstrate that the following plans or programs are in place: a recycling program, a tenant
= communication plan, hazardous materials management plan, and an ozone depleting substances
o’MA management plan. In addition, policies to address some of these elements and others are

BBESt required.

These basic elements that BOMA looks for are the foundation of good environmental

management, and required for any level of certification.

BOMA BESt Level 2 means a building has met all of the BESt Practices and achieved 70-79% on

#97 | the BOMA BESt Assessment.

=" BOMA BESt Level 2 demonstrates that a building is moving towards excellence in energy and

B'O'M'A environmental performance through better management. Level 2 shows that a building's

BESt management understands that they need to benchmark their performance, and they have a clear
understanding of what they can do to improve performance.

BOMA BESt Level 3 means a building has met all of the BESt Practices and achieved 80-89% on

l'= the BOMA BESt Assessment.
": Buildings at this level of certification have higher performance and demonstrate excellence in
Blo'Mg management. Level 3 buildings typically have been managing with energy and environmental
BESt performance in mind for several years. Management in these buildings is usually forward-thinking
with flexibility to pursue environmental initiatives.

g8 BOMA BESt Level 4 is the highest level of achievement and means that a building has met all of
=-= the BESt Practices and achieved over 90% on the BOMA BESt Assessment.

= BOMA BESt Level 4 buildings demonstrate excellence in management and it is evidenced through
BOE“gi low energy consumption, low water consumption, high waste diversion rates, implementation of
B environmental technology, and forward-thinking management.
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2.0 BOMA BESt Application and Certification Process
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The BOMA BESt process is primarily online. Users apply online and answer questions for all

levels of BOMA BESt through an online questionnaire. After the questionnaire responses have
been saved and locked, the local BOMA will arrange to have a third-party verifier perform a site
visit to confirm the information submitted through the questionnaire.

The BOMA BESt Application/Certification Process

1. Reqgister a
User [d.

I

Already have a userID?

Login.

]

'

2. Register the
building.

vy

2. Submit the
application fee to
your local BOMA.

vy

4. Go through the
BOMA BESL
Assessment.

v

5. Lock your
building data.

v

6. On-site
verification.

v

7. Results
{Certification
Achieved, or more
work required)

-

All done
* online

Local BOkA
Association
arranges
» verification,
informs you
of results.
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Step 1. Register your user id.

To get started, go to www.bomabest.com and click on Apply Now, and then Register Now. All
of the fields will need to be filled in, including your first and last name, company, and contact
information. You can create your own user id and password. The user id should be prefixed by
an abbreviation for your company name (e.g. BEN for Bentall, CF for Cadillac Fairview, GWL for
Great West Life Realty Advisors, OXF for Oxford).

ﬁ BOMA BESE 11 Welcome! Ij BOMA BESt Green Globes - R... B
ad
333
TH
TH
gaf
gos
r User istration:
@ - New User Registration
Create your own user id and password. After you create your user name, you will need to
request a building, and prowvide the pertinent information. Before you can proceed with the
LoGouT BOMA BESt survey, you will need to etther mail a cheque to your local BOMA Association
of pay via a credit card over the phone.
If you already have a Login ID, pleasge login now.
BOMA 5
apla Al fields must be filled in.

et [ ]
{max 20 characters, no spaces)

frsit L 1
(4-20characters, no spaces)

Confirm Password:

Please choose your BOMA region from the list helow.

Fleaze choose aregion hd

Are you a member of BOMA? Oves @po

Company Mame:
(Enter legal company name, including inc, td | |
etc)

Contact First Mame: | |

Contact Last Mame: | |

o000 [ ]
GRG0 e )

Email: | |

Street Address: | |
City: | |

Province:| Please select v| Fostal Code:l:l
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Step 2. Register a building.

Once you are registered, you will be at your user home screen. From here you can select “New
Building” from the left side menu. This directs you to fill in a form with building information
including the square footage, owner and manager information and building address. You can
also select your form of payment, and print the page for your records.
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Step 3. Submit the application fee.

Your local BOMA association can phone you to obtain credit card information over the phone, or
you can select to mail a cheque. The application fee varies by building size.

Application Fees

| " #5% & 'S () *
I "#5% & 'S$ () *
I "#5% &
'$ () +
#$,,) #- 1 ) |
$% $$
$% * $%

1. All application fees are based on gross floor area.

Outdoor or open-air parkades are not included in floor area. Underground or enclosed
parking areas with mechanical ventilation should be included. This is consistent with the
definition of floor area within the BOMA BESt assessment.

3. Application fee schedule is valid to December 31, 2009.

After the application fee is received by your local BOMA, you will be able to access the BOMA
BESt Assessment questionnaire.

Step 4. Proceed through the questionnaire.

Log in using the user id and password you created. First you will be prompted for “Basic
Information” including the building name and address, owner and manager information. Enter
the name of the management company as it should be recognized.
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You will first go through the questions that relate to the BESt Practices, and then have the
option to submit and lock the information or continue through the larger BOMA BESt
Assessment. To be eligible for certification to BOMA BESt Level 2, 3, or 4, you will need to
continue through the full BOMA BESt Assessment questionnaire.

Step 5. Lock your data.

Within six months of having access to BOMA BESt, users should lock the data. Following the
guestionnaire, you will see the report which identifies if you have met the BESt practices. For
users that choose to go through the complete questionnaire, the report also shows the building's
overall score, subscores and provides recommendations for improvement.

If the report confirms that the building meets all of the BOMA's BESt Practices, click on “lock
building data and submit for certification.” If the building does not meet all of the best practices,
the building is not eligible for BOMA BESt certification. Applicants can return to the
guestionnaire and update information for up to six months from having access to the
guestionnaire for the building.

Step 6. Verification

When the building data is locked, BOMA'’s system notifies your local BOMA that the building is
ready for a site visit to verify the information. Your local BOMA or its appointed verifier will be in
touch with you to set up a site visit.

The site visit takes approximately three hours though it will vary with the building size. The
verifier will review the relevant documentation, interview the management team, and do a walk-
through review of the building. For more details on what to expect, see section 3.0 BOMA BESt
Verification.

Step 7. Results

Within 5 business days, your local BOMA will be in touch with you to inform you of the results of
the verification, and advise if the building will be certified to BOMA BESt and to which level.

There are many things to do after you have received confirmation of certification. See section
4.0 After BOMA BESt Certification for more information.
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3.0 BOMA BESt Verification

BOMA BESt applicants are verified by a third-party assessor, appointed by BOMA. The
purpose of the verification process is to confirm the information submitted via the online
questionnaire and ensure the online assessment is an accurate reflection of the building’s
environmental management and performance.

Prior to visiting the site, the verifier reviews the information submitted through the online
guestionnaire. This gives him or her an indication of the building and what to expect and look
for when on site. The verifier will typically note areas for review based on how the questions
have been answered.

On site, the verifier will first spend time in conversation with management to gain an
understanding of how the building is managed. The verifier will also tour the building to review
major equipment, energy using fixtures and water consuming fixtures. Throughout the site visit,
the verifier will confirm that the building meets the BESt Practices, and will confirm the accuracy
of the online assessment and score.

After the site visit, the verifier submits a report to BOMA and makes a recommendation as to
whether or not the building should be certified.
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4.0 After BOMA BESt Certification

Your building is certified, now what? There is plenty more that you can do. BOMA BESt is
more than a one-off certification. Certified properties can continue to take advantage of what
the tool has to offer.

Market to your tenants. Templates of BOMA BESt banners and posters are available for you to
order and customize for your building. See www.posterone.ca/lbomabest. Tell your tenants
about how much energy you've saved through retrofits or simply through better management.
You can also use the opportunity of a new certification for your building to engage tenants and
remind them of the environmental initiatives and programs in place at your building.

Market to your potential tenants. The same information is useful for potential tenants. They
may be interested to know that your operating costs are lower because of resource
conservation, and that your recycling program includes a wide range of materials.

Continue to improve your building and portfolio. Using the BESt Practices and the
recommendations from the BOMA BESt Assessment tool, you can continue to improve the
environmental profile of your building. With BOMA BESt as a starting point, you can monitor the
change. At any time during your three-year certification, your online assessment can be
reopened so that you can update the information and compare to your original score. By using
this common framework across a portfolio, you can compare your properties and allocate
resources accordingly.

Share your case studies with BOMA. Tell BOMA about your experience with the BOMA BESt
process, what the certification and the process have helped you and your building to achieve,
and what sort of returns or impacts you've seen as a result of the BOMA BESt certification
program.
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5.0 BOMA BESt — Resources Available

In addition to this BOMA BESt Application Guide, there are several other resources that can
help you through BOMA BESt.

1. BOMA BESt: Guide to the BESt Practices

The guide defines what BOMA is looking for with the best practices, and
provides some additional guidance on the expectations and any equivalencies.
See www.bomabest.com/links.html.

2. BOMA BESt Questionnaires

There are pdf versions of the full BOMA BESt Assessment questionnaires
available online.  Although you’ll have plenty of time to work with the
guestionnaire after you register, the pdf versions are useful if you want to have a
look at the content first. See www.bomabest.com/links.html.

3. Your local BOMA Association

There are 11 BOMA Associations across Canada, each with its own set of
resources to help applicants. Call your local BOMA if you have some specific
guestions on your application or the program. See
www.bomabest.com/contact.html.

4. Resources and Links at www.bomabest.com

At the BOMA BESt website, there are a number of information resources
available. This page will continue to grow as BOMA provides more resources.
See www.bomabest.com/links.html.
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6.0 BOMA BESt Program Policies
ASSET CLASS POLICIES

OFFICE PROPERTIES

1. Office complexes are defined as buildings with more than one operating entity with some
level of independence, such as a property with multiple office towers. Each tower or
building will have a separate survey set up for them. The user will have to fill in the
survey (best practices and/or plus) for each tower. Office complexes are buildings that
have common management personnel, common management practices, and a common
central plant. The office complex pricing will apply for the aforementioned type of
properties.

2. Suburban office parks are defined as properties with common management personnel
and practices, but separate heating, ventilation and cooling systems. Suburban office
parks can apply for BOMA BESt certification with each building separately and the
pricing on a per building basis.

3. For properties that consist of a campus of many buildings with common management
and for office buildings or complexes totaling greater than 2 million square feet, BOMA
shall review the application fee with the property representatives on a case by case
basis, and subject to prior approval by BOMA Canada.

§INDUSTRIAL PROPERTIES
1. Industrial properties are defined as per the NAIOP Terms and Definitions: US Office and
Industrial Market, 2005. (Available:
http://www.naiop.org/foundation/completedresearch.cfm.)

“Industrial Building - A facility in which the space is used primarily for research,
development, service, production, storage or distribution of goods and which may
also include some office space. Industrial buildings are further divided into three
primary classifications: manufacturing, warehouse and flex buildings.™

2. An industrial property with more than one structure on the property or with structures at
more than one neighbouring municipal address may apply to the BOMA BESt program
with one application provided the structures are managed collectively as a single entity.
The application fee should be based on the sum of the gross square footage for all
structures.

J01 ), 2 )3 Vo0 $ .4
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ERETAIL PROPERTIES — ENCLOSED SHOPPING CENTRES

1.

Retail properties are defined as per ICSC definitions for shopping centres. The
Canadian Real Estate Standard — A Framework for Shopping Centre and Other Retalil
Format Definitions is a working document (June 2009). The document will be available:
http://www.icsc.org/srch/lib/SCDefinitions.php?.

“...defines a Canadian shopping centre as a retail property that is planned, built,
owned and managed as a single entity, comprising commercial rental units
(CRU) and common areas, with a minimum size of 10,000 square feet (Gross
Leasable Area or GLA) and a minimum of three CRUs®. On-site parking is also
provided.”

Enclosed Shopping Centres typically have an “inward orientation of the stores connected
by common areas/walkways or “malls”, flanked on one or both sides by various
entrances. Parking surrounds the outside perimeter. It may be surface or structured and
may include outparcels or outpads.™

Typical examples of enclosed shopping centres include a Regional Mall or Super-
Regional Mall. Some Community Centres are also enclosed.

RETAIL PROPERTIES — OPEN AIR RETAIL

1.

Retail properties are defined as per ICSC definitions for shopping centres. The
Canadian definitions are currently a working document, and will be available:
http://www.icsc.org/srch/lib/SCDefinitions.php®.

“...defines a Canadian shopping centre as a retail property that is planned, built,
owned and managed as a single entity, comprising commercial rental units
(CRU) and common areas, with a minimum size of 10,000 square feet (Gross
Leasable Area or GLA) and a minimum of three CRUs®. On-site parking is also
provided.”

Open Air Retail refers to configurations where there is no indoor common space, and
stores may be unconnected or attached in a strip or row type of fashion. Possible
configurations include: .. “linear, with an attached row of stores or service outlets owned

) 5

‘# H## $7 )16 6) ), )8 ! '6 (’7
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A shopping centre may not have been originally developed as such but could have been converted to this use
afterwards. A shopping centre can also be jointly-owned and managed.

16",,9%), ,, &.;, -4 6## (" , 6 9,%;,2 )7
)5 "ty 6#1) 8 (6", ) )e#E (1) 616-35 #) $
W $7 )16 6) ), )8 116, (7

°A shopping centre may not have been originally developed as such but could have been converted to this use
afterwards. A shopping centre can also be jointly-owned and managed.
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and managed as a unit and with parking in the front...” or “.... laid outinan L, U or Z
shape, depending on the site and design.”’

Typical examples of open air retail properties include a Neighbourhood Centre, a Power
Centre or a Lifestyle Centre.

GENERAL PROGRAM POLICIES

Buildings of any type can go through the BOMA BESt program

a) BOMA BESt Level 1 (Go Green Best Practices) applies to all asset classes.

b) Certification to BOMA BESt Levels 2-4 is available to any type of building. These
higher levels of certification require applicants to use the Go Green Plus assessment
tool, which is designed for office buildings.

c) There are no allowances for other types of buildings entering information into the
assessment. All applicants must enter accurate information as required in the
guestionnaire.

d) As additional modules for assessment come online as part of the BOMA BESt
program, new applications for those types of assets (e.g. shopping centres, light
industrial properties, retail strip malls, multi-unit residential) must apply under the
new module. Properties previously certified through the office module will be required
to move to the appropriate module for the asset upon recertification. Note that the
score achieved in the asset-specific modules is expected to vary from the score
achieved in the office module.

If a building is not recommended for certification by a verifier following the verifier's site
visit, the building shall have 30 days or greater at the discretion of the BOMA local to
make the required adjustments and resubmit. Should the verifier require a second site
visit, the applicant will be required to pay the verifier costs for the visit.

Buildings that have certified to any level of BOMA BESt can return to their survey to

upgrade their score.

a) The user will have to request that the BOMA local unlock the data. The BOMA local
will first take a pdf copy of the verifier's worksheet and report for the building.

b) If the building wishes to officially upgrade their certification, a verifier will need to
revisit the site and the user will be required to submit an upgrade application fee of
50% of the original application fee. The certification will be valid for the duration of
the original certification only.

Buildings will need to recertify every three years. For recertification, the building will
have to pay the full fee and be verified again. The process will be the same as for new

16 ",
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applicants, with no separate forms or requirements. The verifier will review the old file
prior to visiting the site.

5. If the management of a BOMA BESt certified building changes, the certification stays
with the building. New management must maintain the standards of the program. BOMA
Canada reserves the right to revoke the certification, thus requiring the new
management to apply for certification again in order to maintain the building’s certified
status.

6. Verifier travel and accommodation costs are paid for by the applicant for buildings
located outside of major urban areas.

7. Applicants have up to six months to complete the survey and lock the survey. It is
recommended that this be done within three months. After six months, the local BOMA
association will make the file inactive unless the applicant identifies that they are still
working on the file. To reactivate the file, the applicant should contact his or her local
BOMA association. After 12 months from the date of approval to use the survey, the file
will be permanently deleted if it remains incomplete.



