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1. Background and scope

Thehospitality and conference industry are major contributors to environmental and social
sustainability risks. Byfar the largest sustainability impact comes from the emissions caused by the
travel of participants, but there are also other significant negativesustainability consequences due to
the large amount of resources and energyconsumed, the waste generated, and the impact on local
communities and ecosystems. Furthermore, across the globe, violations of 5 Y | t tight$ akd
exploitation of migrant and other vulnerable groups are common in the industry.! On the other hand,
due to their high visibility, eventsrepresent a greatopportunity to showcase how sustainable operations
canwork in practice and an opportunity to engagewith partners and others to join the movement and to
drive sustainability together.

UNDPsourcing of hospitality and conference services covers a wide rangeof different goods and
servicesT conference rooms, accommodation, food and drinks, cleaning supplies, various equipment,
transportation and logistics, stationery supplies and promotional materials. Many of these categories
are sourced through either a travel managementor an event managementservice provider. These
service providerstherebyactasass0 R1 1 @ Wefwedn BINDPand various other service providers,
e.g., hotels, catering firms, transport operators, and equipment rental firms.

UNDPis committed to sustainable procurement and will maximize environmental, social (including
human rights, disability inclusiveness, gender),and economic considerations in the procurement
process wheneverand whereverpossible. All UNDP-financed or administered programmes should,
furthermore, aim to practice sustainable procurement.? Thisguidance note provides strategies for
integrating sustainability considerations when sourcing hospitality and conference management
services.

2. Entry -points for integrating
sustainability measures

Addressingsustainability risks and opportunities in a tender process for hospitality and conference
managementservices has two dimensions: assessingthe sustainability performanceofthe HRT T 131 & 1
own operations and, respectively, assessinghow the bidder works with its suppliers on improving their
sustainability performance. Both dimensions can be assessedin a tender process regardlessof what
procurement method is pursued. Formarkets where there are many potential bidders that have
documented experiencesof working with sustainability issues, UNDPcan ensure that it only sources

1TheUN World Tourism Organization International Network of Sustainable Tourism Observatoriras identified the following 11
key sustainability areas to monitor: Tourism Seasonality, Employment, Destination Economic Benefits, Energy Management,
Water Management, Waste Water (Sewage) Management, Solid Waste Management, Climate Action, Accessibilitcal
Satisfaction, and Governance.

2UNDP Sustainable Procurement Policy



https://www.unwto.org/sustainable-development/unwto-international-network-of-sustainable-tourism-observatories/tools-resources
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from vendorswith a proventrack-record of their corporate sustainability work by defining sustainability
criteria that address local sustainability risks. On markets where potential bidders are less advancedin
their sustainability work, more focus can be put on influencing the sustainability performance of the
vendor during the contract implementation phase through establishing sustainability KeyPerformance
Indicators.

2.1 Considerations during the planning phase

Whenplanning for an event or a conference, it is important to take sustainability considerations into
account as early as possible in the planning process. Thisshould be done by following the Greening
UNDPevents guide. Choosinga carbon-smart location and facilitating virtual collaboration are the main
opportunities to significantly reduce the carbon footprint of an eventor conference.

Theguide provides a thorough approach to event planning, including advice for virtual meetings, a very
thorough Sustainable EventChecklist, a calculator that determines the location that minimizes travel
emissions of all participants, and a calculator to assessthe carbon footprint of the event.

Onceit has been decided that a physical or hybrid eventis necessaryto achieveintended outcomes,
and when travel thereby cannot be avoided, pleasereferto O 2 ADuty Travelpolicy for sustainability
considerations in the duty travel. TheGreening®  ? ADuty Travelpage provides further information on
minimizing the travel footprint.

Forverylarge events/conferencesit is recommended to utilize the comprehensive GreenEventsTool T
developed by UNEP,UNFCCCand GORDT to assess, minimize and offset carbon emissions.
Accommodation for participants, if not organizedby the hosting Business Unit through its designated
travel agency, is arrangedby the participants themselves.®

2.2 Market research and risk analysis

Toassessthe degreeto which local vendors adhere to sustainable business practices, it is important to
conduct a market analysis. It is not in the best interest of UNDPto establish sustainability criteria that
will not generatea sufficient number of qualified bids. Information should therefore be gatheredon the
following practices on the local market:

1 Country or regional specific sustainability risks in the hospitality industry, e.g., widespread
contracting of migrant workers, freshwater shortage, lack of proper waste segregationand
managementor carbon-intensive energysupply. Consult the existence of any programmes,
networks, or coalitions active in the country that address such context-specific sustainability
issues.*

1 Thenumber of vendorsbeing certified according to an international eco-label, e.g.the Green
Key, EarthCheck Global Sustainable Tourism Council, the GreenGlobe, or equivalent.®

3 Pleaseconsult the Policy on Route, Mode of Transportation, and Standard of Accommodatidar more details.

4 One such example is theTourism Action Coalition for a Sustainable Oceaywhich is a multistakeholder coalition addressing
sustainability issues in coastal and oceanbased tourism destinations.

5 TheUS Environmental Protection Agenclists major Green hotel programmes and relevant Ecolabels.



https://undp.sharepoint.com/sites/sustainable-undp/greening-operations/SitePages/Green-UNDP-Events.aspx
https://undp.sharepoint.com/sites/sustainable-undp/greening-operations/SitePages/Green-UNDP-Events.aspx
https://undp.sharepoint.com/:x:/r/sites/sustainable-undp/greening-operations/_layouts/15/Doc.aspx?sourcedoc=%7BF75D5B6F-6972-4666-8D9E-CABDF481CC39%7D&file=Climate%20Neutral%20UNDP%20-%20Calculator.xlsx&action=default&mobileredirect=true
https://popp.undp.org/administrative-services/duty-travel
https://undp.sharepoint.com/sites/sustainable-undp/greening-operations/SitePages/Greening-UNDP's-travel.aspx
https://greeneventstool.com/
https://www.greenkey.global/
https://www.greenkey.global/
https://earthcheck.org/
https://www.gstcouncil.org/
https://www.greenglobe.com/
https://popp.undp.org/policy-page/route-mode-transportation-and-standard-accommodation
https://oceantourism.org/
https://www.epa.gov/p2/green-hotels-resources-ecolabels-and-standards

United Nations Development Programme =
Office of Procurement

Bl ©

1 Thenumber of local hotels that are members of an international hotel and/or travel association
or network around sustainable hospitality and/or lodging, e.g. the Sustainable Hospitality
Alliance, or equivalent.

1 Theexistence of a destination managementassociation; national or local hospitality, hotel or
business association, or equivalent, that run programmes or have policies promoting
sustainable or responsible business conduct and practices for the hospitality industry.®

1 Thenumber of vendorsthat have policies or mechanisms in place for reducing energyuse and
solid waste, undertake water conservation measures, and haverecycling policies.

1 Thenumber of vendorsthat have supplier codes of conduct or equivalent supplier policies to
influence their suppliers.

1 Thenumber of vendorsthat have policies in place to ensure that working conditions of their
employeesare fair and safe or that have policies to address human trafficking, forced labour,
and modern slaveryrisks.’

1 Theexistence of relevant governmentpolicies, regulations or programmes on water
conservation, plastic pollution, energyefficiency of buildings, or any other relevant
sustainability risk area affecting the hospitality industry.

Gatheringthis information is important, as it enables to identify sustainability risk hotspots, but also to
determine the right approach. Forexample, identifying a lack of recycling infrastructure, it might be
advisable to focus on waste minimization, biodegradability or alternative recycling approaches. Onthe
other hand, the availability of recycling infrastructure makesit possible to focus on vendorsthat provide
a comprehensive waste managementand recycling plan for the event.

2.3 Considerations when developing technical specifications and
requirements

Basedon the conclusions from the market analysis, select the appropriate criteria listed below. In
situations wherethere is little experiencewith sustainability criteria, it is recommended not to be overly
ambitious in the beginningwhen setting sustainability criteria and targets. Instead, it is considered
best practice to focus on the major sustainability risks and opportunities that were identified in
the planning stage, and on measures that can achieve the biggest positive impact. Thus,the
sustainability integration strategy will differ between individual tender processes, based on market
maturity and on sustainability priorities for the specific country and context.

Thelisted requirements below can either be used as pass/fail criteria for RFG and ITB procedures, or
as evaluation criteria for the technical proposal in RFP? procedures. Pleaseconsult UNDP

Al ¢ H aq R GURJEto Slistairtable Procurement for guidance on how to allocate weighting for the
sustainable evaluation criteria and other useful advice for specific solicitation methods.

6 Examples of this areThe American Hotel & Lodging Association Responsible Stayogramme and theKenya Association of

Hotel Keepers & Caterers Code of Ethics

7 Please consult theGuidance on Addressing Forced Labour and Human Trafficking in UN Supply Chfainfurther guidance on

how to address these risks in the procurement process.

8OUT VI W qdé Wl W Wha Rl WaW0qt wWRUWqSWIW] YI GWnVYIl Wt 2AGRgqqRUNWE 2 GGO R K
SOUT I Whsqddl WANGe qUT W W1 2RANE We 0T Wl Wha RI BGW0qt wWRUOWa6 W[ YI G¢ qlln
10 Under the sub-criteria for OrganizationalCommitment to Sustainability.



https://sustainablehospitalityalliance.org/
https://sustainablehospitalityalliance.org/
https://intranet.undp.org/unit/oolts/oso/psu/Sustainable%20Procurement%20Policies%20and%20Guidance/Practitioner%27s%20Guide%20to%20Sustainable%20Procurement.pdf
https://intranet.undp.org/unit/oolts/oso/psu/Sustainable%20Procurement%20Policies%20and%20Guidance/Practitioner%27s%20Guide%20to%20Sustainable%20Procurement.pdf
https://www.ahla.com/issue/sustainability
https://www.kahc.co.ke/code-of-ethics.php
https://www.kahc.co.ke/code-of-ethics.php
https://www.ungm.org/Shared/KnowledgeCenter/Document?widgetId=4743&documentId=1592466
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Economic: Local
communities,
MSMEs,and
supplier diversity

Sustainability Criteria
(Please adjust to the individual
tender)

Thebidder is involved with
sustainable tourism planning and
managementin the destination,
which can include, but is not
limited to, any of the following
activities:

a. Engagingn partnerships
with local communities,
NGOs,or other local
bodies.

b. Participatingin meetings
and activities concerning
sustainable tourism in the
local destination, where
such opportunities exist.

c. Engagingwith a destination
managementassociation,
hotel or business
association, or equivalent,
that run programmesor
have policies promoting
sustainable or responsible
business conduct and
practices.

Means of verification

Copy of membership certificate or
equivalent proof of engagement

Economic: Local
communities,
MSMEs,and
supplier diversity

Thebidder encouragesits
suppliers to purchase regional,
local or seasonalfruits and
vegetables.Keyelements of this
criterion include:

1. Documentation of a
sourcing policy or
guidelines providedto
catering suppliers that
specify the preference for
and benefits of using
regional, local, or seasonal
fruits and vegetables.

2. Information providedto
conference participants
about the sustainable
catering practices being
implemented, highlighting
the use of regional, local,

Copy of policy, commitment or
equivalent.

Examplesof materials or

communications plan that explain the
sustainable catering practices and the

use of regional, local, or seasonal
fruits and vegetables.

1 For information, please consultSustainable Procurement Indicatorspage on UNGM.



https://www.ungm.org/Shared/KnowledgeCenter/Pages/SustProcIndicators
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Sustainability Criteria
(Please adjust to the individual
tender)

or seasonal produce as a
commitment to
sustainability and support
for local communities.

D|P|

Means of verification

Economic:
Promotion of
sustainability
through the entire
supply chain

Thebidder hasin place a supplier
code of conduct, sustainability
policy, or programme, or
equivalent.

Copy of Code of conduct, policy, or
programme

Environment:
Climate change
mitigation and
adaptation

Thebidder has implemented a
corporate policy or programme for
its suppliers measuringenergy
consumption by type and taking
steps to reduce overall energy
consumption, e.g.,using energy
efficient lighting and electrical
appliances, natural ventilation,
low-emitting cooling assets;'? or
hastargets to increase the use of
renewable energy,where and when
possible.

Copy of policy, programme or
equivalent

Environment:
Sustainable
resource use

Thebidder has implemented a
corporate policy or programme for
its suppliers on water conservation
actions, e.g., using water-saving
devices, reducing laundry of towels
and bed sheets, or equivalent.

Copy of policy, programme or
equivalent

Environment:
Sustainable
resource use

Thebidder has implemented a
corporate policy that listed hotels
and/or conference facilities shall
use eco-labelled cleaning
products. Thecorporate policy
should clearly define the
requirements for eco-labelled
cleaning products, specifying
recognizedcertifications (e.g.,
EcoLogo,GreenSeal,EUEcolabel,
or equivalent) that products must
hold to be considered compliant.

Copy of policy

2Please consult theUNDP Guidance note foSustainable Procurement of Cooling Assetdor more information on sourcing of
low-emitting refrigerants.



https://undp.service-now.com/kb_view.do?sysparm_article=KB0014047
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HLCM Sustainable Sustainability Criteria Means of verification
Procurement (Please adjust to the individual

Indicator ** tender)

Environment: Thebidder has implemented a Copy of policy
Sustainable corporate policy for its suppliers

resource use which mandates the use of

reusable plates and dishes,
cutlery, and glasses, or that limits
the use of plastic, disposable or
single-use containers for room
service, conferences and meeting
facilities. Wherewater quality
allows, the bidder providestap
water instead of plastic bottles for

conferences.
Environment: Thebidder has implemented a Copy of policy, programme or
Sustainable corporate policy or programmeto | equivalent
resource use reduce food waste. Key

components of this policy or
programme should include:

1. Waste Reduction
Strategies:Implementation
of strategiesto reduce
food waste at the source,
including menu planning
basedon accurate
participant numbers,
portion control, and the
use of technology for
better demand forecasting.

2. SurplusFood
Management:Clear
guidelines for managing
surplus food, such as
donation to local food
banks or shelters, where
feasible and in compliance
with local health
regulations.

3. Composting and
ResponsibleDisposal:
Wherefood waste cannot
be avoided or donated,
provisions should be made
for composting or other
environmentally
responsible disposal
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Sustainability Criteria
(Please adjust to the individual

tender)

methods to minimize the
impact on landfills.

4. EmployeeTrainingand
Engagement:Mandatory
training for all relevant
staff on food waste
reduction practices, the
importance of minimizing
waste, and procedures for

handling surplus food.

10
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Means of verification

Sustainable
resource use

Environmental:

Thebidder is certified in
accordance with any national or
international eco-label or
sustainable tourism accreditation,
such as GreenKey, LEEDfor
hospitality, EarthCheck, Green
Globe, or equivalent.

Copy of certification or accreditation

Sustainable
resource use

Environmental:

Vendorsare required to implement
comprehensive waste
managementpractices that
facilitate easyand effective waste
disposal by event participants.
Thesepractices should include:

1 Placedand Clearly
Labelled Disposal Bins:
Binsfor various waste
streams (e.g.,recyclables,
organics, generalwaste)
must be clearly labelled
and strategically placed
throughout the event
venueto maximize visibility
and accessibility,
encouragingcorrect waste
segregationby
participants.

1 ComprehensiveRecycling
and Composting Program:
Wherefacilities exist, a
comprehensive program
for recyclingand
composting must be

Submission of a detailed plan
outlining the waste segregation
strategy, placement of bins, types of
materials accepted, and steps taken
to ensurethe effective separation and
collection of waste.

Documentation describing the
recycling and composting
programmes, including types of
materials recycled, composting
methods, and arrangementswith
recycling and composting facilities.
Evidenceof the use of recyclable,
compostable, or reusable materials in
eventoperations, aiming to minimize
waste generation.
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Sustainability Criteria
(Please adjust to the individual

tender)

implemented, ensuringthe
separation of materials at
the source and their
subsequent correct
processing. Thisincludes
providing adequate bins for
recyclable materials (e.g.,
paper, plastics, metals,
glass)and organic waste.
Sustainable Material Use:
Encouragethe use of
materials that are
recyclable, compostable,
or reusable in event
operations to reduce the
generationof non-
recyclable waste.

(D P k!

Means of verification

Environmental:
Climate change
mitigation and
adaptation

Suppliersare required to
implement measures that
significantly reduce travel-related
emissions associated with
conference participation. These
measures should include, but not
be limited to:

1

E-Conferencing Facilities:
Provision of
comprehensive e-
conferencing facilities and
technologies that enable
remote participation,
ensuring high-quality audio
and video.

Location Proximity to
Public Transport: Selection
of conference venuesthat
are conveniently located in
close proximity to public
transportation hubs.

Submission of detailed information on
the e-conferencing facilities and
technologies available, including
capacity, technical specifications,
and support services provided to
ensure seamless virtual participation.
Areport detailing the selected venue's
location with respect to public
transportation access, including
maps, distances to the nearest public
transport hubs, and available transit
options.

Social: Human
rights and labour
issues

Thebidder has implemented a
corporate policy against
commercial, sexual or any other
form of exploitation or harassment,
particularly of children,
adolescents, women, minorities,
and other vulnerable groups.

Copy of policy













