EXECUTIVE ORDER NO. 18:  RESTRICTING THE USE OF BOTTLED WATER AT STATE FACILITIES 
AND PROMOTING EXECUTIVE AGENCY SUSTAINABILITY
 

SUGGESTED TEMPLATE FOR AGENCY EO NO. 18 PLAN
Note:  Agency Plans are due to OGS by November 5, 2009.  Agencies may use this template as a basis for organizing their plan.  Because of the wide variation in agency missions, programs and facilities, agencies may find it necessary to customize template to fit their circumstances.  
Cover Page (with agency contact information)

Executive Summary

I.  AGENCY AND FACILITIES OVERVIEW
· Short description of the agency mission and core services/functions. 

· Identification of the facilities occupied by the agency (by geographic location and type – e.g., agency-owned and operated, owned and operated by another state agency, leased space, etc.). 
II. PLANNING METHODOLOGY 
· Short description of how the agency EO 18 plan was compiled.

III. DESCRIPTION AND ANALYSIS OF CURRENT SITUATION 
Agency Practices Concerning the Purchase of Bottled Water
· Identification of nature and location of bottled water purchases by the agency, if any.
· Analysis of the extent to which such bottled water use complies with the order.
· Identification of issues and obstacles to compliance. 
Availability of Potable Tap Water in Agency-Occupied Facilities
· Identification of potable tap water availability in each location occupied by the agency (to include such items as chilled water fountains, bottle-filling capabilities, etc.).
· Identification of water testing practices and results in agency owned facilities.
· Agency’s analysis of adequacy of existing facilities to provide tap water for consumption.  

· Identification of specific gaps and issues that may need to be addressed. 

IV. SPECIFIC PLANS FOR IMPROVEMENT 
Action Plan to Reduce/Change/Eliminate Buying Practices

· Identification of policies, programs and other actions that will phase out agency purchases of bottled water.
· Description of actions to be taken to avoid new contractual commitments to purchase bottled water.
· For each program or action, include location, timetable and cost information.
Action Plan to Increase the Availability of Potable Tap Water (where needed)
· Identification of specific projects to be undertaken to address gaps in the availability of potable water to facility occupants.
· For each initiative, include location, timetable and cost information.
V. REQUESTED EXCEPTIONS
· Identification of specific agency locations or programs where waivers or exceptions to the requirements of the Executive Order are requested, with reasonable justification. 
