
The BOMA AwArds program is The mosT presTigious and 
comprehensive program of iTs kind in The real esTaTe 
indusTry, recognizing qualiTy of buildings and awarding 
excellence in building managemenT.
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2023-2024
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participate and seize this opportunity 
to shine at the local, national and 

international level.

BOMA AWARDS

https://www.boma-quebec.org/boma-awards
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ENTrY rEQUIrEMENTs

BUIldINg 
Of ThE YEAr

CATEgOrIEs

•	 office building of less than 100,000 square feet 

•	 office building of 100,000 to 249,999 square feet

•	 office building of 250,000 to 499,999 square feet

•	 office building of 500,000 to 1 million square feet

•	 office building of more than1 million square feet

•	 corporate facility

•	 historical building

•	 medical office building

•	 suburban office (low-rise)

•	 suburban office (mid-rise)
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5 2. eligibiliTy requiremenTs 
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7 4. enTry fees 

 5. Judging / daTa / deadlines 
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9 building information 
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 building operations & management
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 life safety/security/risk managemen
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 Training and education
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 energy 

12 section 5: up to 15 points
 environmental/sustainability/health & wellness

14 section 6: up to 30 points
 Tenant/occupant relations and  

community involvement    
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1. CATEGORY dEsCRiPTiOns

CORPORATE fACiliTY:

all buildings must be a single-use facility at least 50% occupied 
by the corporate entity — includes government agencies and 
private enterprises.

hisTORiCAl BuildinG:

all buildings must be at least 50 years old with original design 
maintained. This category includes all sizes of buildings meeting 
the age criterion. The building must retain its historic physical 
integrity, which means the site must be relatively undisturbed. 
renovations to the original framework is acceptable.

MEdiCAl OffiCE BuildinG:

all buildings must be at least 75% medical use, and at least 50% of 
the dedicated medical use space must be for private physician or 
hospital employed physician offices. The building can be located 
on or off a hospital campus, and its tenancy can be comprised of 
50% hospital uses or ancillary services, (such as imaging, physical 
therapy, rehabilitation clinics, prosthetics, pharmacy clinics and 
the like) provided by the hospital, including employed or aligned 
physician offices, ambulatory surgery centers, clinical labs (such 
as catheterization labs). patient stays must be less than 24-hours.

suBuRBAn OffiCE PARK (lOW-RisE):

Two or more buildings managed by the same management 
company with the tallest building being no higher than 5 stories; 
all buildings must occupy land greater than 5 acres and are 
located outside of the central business district or the downtown 
core area.

suBuRBAn OffiCE PARK (Mid-RisE):

Two or more buildings managed by the same management 
company with 1 building that is 6 to 10 stories in height, all 
buildings must occupy land greater than 5 acres and are located 
outside of the central business district or the downtown core area.

NOTE: if a suburban office park is comprised 
of both low- and mid-rise buildings, the entry 
must submit under the mid-rise category.

OffiCE BuildinG sQuARE fOOTAGE CATEGORiEs

•	 under 100,000 square feet

•	 100,000 – 249,999 square feet 

•	 250,000 – 499,999 square feet 

•	 500,000 – 1 million square feet 

•	 over 1 million square feet 

NOTE: all buildings with at least 50% office 
area are eligible. 

* Total rentable area of the building as per 
boma measurement standards and/or other 
pre-approved standard.
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8. all entrants are required to provide the following:  

 provide a copy of the statement of energy performance 
generated from energy sTar® or energy sTar® 
certificate of achievements received within the past 24 
months.

                         

 

9. an entrant may choose to enter multiple buildings as a 
single entry only if the buildings are owned by the same 
company, managed by the same company and the 
buildings are managed as a single entity and not within 
a suburban office park. all entries must disclose whether 
their entry is a single building or multiple buildings under 
the building operations and management section. 

10. for any building that enters the competition at the 
local and regional level that may encounter a change 
in management and/or ownership and wins at the 
international level, the award will be presented to the 
management company/owner at the time of the original 
entry.

11. all entries are required to obtain a boma besT® 
sustainable buildings certification.  each entrant must 
provide a copy of the certificate or letter from boma 
canada attesting certification is valid in the competition 
year.  

2.  EliGiBiliTY REQuiREMEnTs 

below outlines the requirements for Toby participation:

1. The building must win at the local level to advance to 
the regional level and must win at the regional level to 
advance to international. 

new for 2023:

all buildings competing at the regional level must 
be boma 360-designated.

2. all portfolios must have undergone score at least 70% to 
be eligible to compete. 

3. The building must be a member, or managed by an entity 
that is a member, in good standing with both boma 
québec and boma international in order to compete at 
the local, regional and international levels. specifically, 
all membership fees, and any other debt, must be paid 
prior to entry. 

4. The building may not have won in the same category 
at the international level during the last 5 years (i.e. 
buildings that win in 2022 are not eligible to compete 
until 2027 and awarded in 2028). The building may not 
have won in a different category at the international level 
during the last 3 years (i.e. buildings that win in 2022 
are not eligible to compete until 2025 and awarded in 
2026).

5. The building must be occupied for at least one full 
year from the date of occupancy of the first tenant by 
december 31st, 2022 with a minimum of 12 months of 
building operations.  

6. at least 50% of a building’s space must be used as office 
space to be considered in any of the (10) ten office 
building categories.

7. each building may enter in only one category.  
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The following documentation is mandatory where 
applicable and should be made available. on-line 
versions are acceptable but must be available at time 
of inspection at the property being inspected.  ease of 
navigation is essential to ensure that judges can easily 
and readily review:

•	 evidence of evacuation drills conducted within past 24 
months. 

NOTE: drills can be silent if applicable.

•	 regular financial reports/accounting software used

•	 sop manual/documentation of standard operating 
procedures

•	 purchase policies

•	 preventative maintenance manual

•	 boma building measurement standard global 
summary sheet as proof of certification (or other pre-
approved certification)

3.  BuildinG insPECTiOn 

building inspections must take place at the local level 
of competition to ensure the entry meets the eligibility 
requirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a Toby.

The following mandatory items must be inspected during 
the building inspection:

•	 entrance/mail lobby

•	 security/life safety

•	 management office

•	 elevators

•	 multi-Tenant corridors

•	 restrooms

•	 stairwells

•	 Typical Tenant suite (if applicable to building category)

•	 central plant/engineering office

•	 equipment rooms/service areas

•	 roof

•	 parking facilities (only if owner/agent operated)

•	 landscaping/grounds

•	 refuse removal and loading docks

•	 Tenant amenities
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5. JudGinG / dATA / dEAdlinEs 

Judging will occur during the months of March and April 2023. 

As soon as possible registration

March 30, 2023 deadline for submissions at 5 p.m.

April 1 to April 15, 
2023

evaluation of submissions           
and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 national registration, entry fees and formal entry 
to be received by boma canada

August 2023 Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
alberta.

January 2023 winners of boma canada 2023 national Toby 
awards may be eligible to advance to the 2024 
international competition if they meet the 
eligibility requirements. winners will be asked to 
submit a secondary registration form to boma 
canada acknowledging their intent to enter the 
international competition.

April 2024 eligible national winners, who have 
acknowledged their intent to continue to 
international competition, will be forwarded 
to boma international by boma canada.  
no further entry fees are payable to boma 
international to have the online entry officially 
considered.  (entrants will be provided 
access to their existing national entry prior to 
international competition.)

April/May 2024 Judging at the international level will be 
arranged by boma international in washington, 
d.c.

June 2024 competition results and awards for the 
international winners will be presented at the 
international awards gala during the 2024 
boma international conference & expo®.

4. EnTRY fEEs 

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the gala evening).

Note: 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than march 30, 2023 
at 5 p.m. any delay will result in a five 
(5) point deduction/per day of delay.

all fees are non-refundable.
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6.  uniVERsAl PORTfOliO REQuiREMEnTs

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb 

•	 do not use photograph collages (only single images)

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE:

descriptive/summary text must be entered in a single document.

identify what an acronym represents at least once in each document.

Text within required supporting documents does not count against 
character limits. 

each section is limited to a specified number of words.  all entrants 
are encouraged to save and review their entries before submitting to 
ensure that all text/content is captured in the entry.
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SECTION 1:  UP TO 5 POINTS

BuildinG OPERATiOns & MAnAGEMEnT
•	 This section is designed to provide the reader with an overview of the 

building(s) and property.

infORMATiOn REQuiREd :

•	 building name or names if multiple buildings are being entered as a single 
entry 

•	 number of floors 

•	 boma certified Total building rentable area square footage 

•	 boma certified office rentable area square footage 

•	 other certified rentable area square footage (where applicable) 

•	 exterior building description (type of facade, windows, roof etc.) 

•	 year constructed or opened   

dEsCRiBE ThE fOllOWinG:

•	 lobby/atrium standard finishes (mixed-use: one per entity, lobby up to 3)

•	 corridor standard finishes

•	 restroom standard finishes

•	 Typical Tenant suite standard finishes (mixed-use: 2 suites from different 
entities)

•	 utility distribution

•	 elevators

•	 hvac distribution system

•	 fire life safety systems

•	 loading dock & parking

•	 emergency generator / back-up power

ATTACh ThE fOllOWinG:

•	 note:  please combine multiple documents into a single attachment if 
necessary.

•	 floor plan for your building showing your main lobby as well as two 
additional typical floor plans 

•	 site plan or an aerial photograph. aerial photograph should show the 
building(s) and property/boundary lines. 

•	 copy of any certifications and/or awards that have been achieved that are 
not related to energy sTar ®, boma besT, or breeam

•	 section of lease where the boma floor measurement standard is referenced, 
or other documentation, such as a sample lease document or calculations 
referencing the boma office standard. if not using boma standard, please 
list which standard is being used.

Maximum of 2,000 words | Total of 4 attachments required 

(up to 5 attachments allowed)

BUILDING 
infORMATiOn

BuildinG dEsCRiPTiOn: 

•	 provide a summary of the physical 
description of the building(s), 
property and location.  

Maximum of 350 words 

COMPETiTiOn PhOTOGRAPhs :

provide the following 
photographs of your building(s):

•	 2 exterior 

•	 1 interior (lobby and hallways) 

•	 1 standard tenant area 

•	 1 central plant or main 
mechanical room (chiller, fire 
pump or boiler room) 

•	 1 of the management team 

•	 2 additional photographs, the 
subject matter of which is the 
entrant’s choice 
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SECTION 3:  UP TO 15 POINTS

TRAininG And     
EduCATiOn 

NOTE:  

Training for building personnel can be conducted virtually 
via online courses rather than by in-house training, 
classroom training or staff meetings. participation in 
boma-sponsored event may be virtual, as well.

dEsCRiBE ThE fOllOWinG:

on-going training programs for building personnel inclu-
ding seminars, in-house training and continuing educa-
tion completed as well as designations, participation in 
professional organizations and team building and how 
this is managed for all personnel. detail prior year and 
current year training, plus future plans.

management team participation in at least one bo-
ma-sponsored (local, regional or international) event or 
international affiliate sponsored event within the last 24 
months (if applicable).

Training for both on-site and off-site building personnel 
dedicated to the property.

list of any management team industry certifications, de-
grees or industry training

Maximum of 1,800 words

SECTION 2:  UP TO 15 POINTS

lifE sAfETY/sECuRiTY     
/ RisK MAnAGEMEnT

NOTE:  

entrants can use data up to 24 months prior to 
application deadline.  

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster 
and security standards. 

•	 Training for property management and tenants as well 
as recovery procedures. if you work with local first 
responders and conduct live training, explain how this is 
accomplished. 

•	 explain how the building monitors activities in common 
areas. 

•	 explain how the building controls entry into the 
building, especially during non-business/non-peak 
hour.

•	 summary about your business continuity plan and if 
drills are conducted how they are documented and 
communicated. 

•	 fire and evacuation drills are conducted, how often and 
when.

infORMATiOn REQuiREd:

•	 Table of contents of your emergency preparedness and 
security standards manual(s). 

•	 aed policy or equivalent

•	 written security procedures (Table of contents) 

•	 copy of ada plan (if applicable in your jurisdiction)

•	 reference of access control and surveillance systems in 
the building.  how does the building control entry into 
the building, especially during non-business/non-peak 
hour? explain how the building monitors activities in 
common areas. it is not necessary to include an entire 
policy manual on how this is handled.

Maximum of 1,800 words
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SECTION 4 :  UP TO 20 POINTS

EnERGY

BuildinG OPERATiOns And MAinTEnAnCE    
(5 Of 20 POinTs) 

describe your building maintenance procedures and 
how they contribute to energy conservation. This should 
include the following as well as any additional proce-
dures followed (3 of 5 points): 

•	 Preventative	maintenance	programs	

•	 System	documentation	

•	 Equipment	and	system	performance	monitoring	

•	 Sensor	and	control	calibration	

describe the steps taken to improve the energy perfor-
mance of your building over the last three years  
(2 of 5 points).

BuildinG EMs MOniTORinG     
(5 Of 20 POinTs)

describe the energy management system (ems) in place 
in your building and the degree to which you use it to re-
duce the building’s energy consumption. provide mea-
surable results demonstrating reduction in energy and 
improved performance.  

Maximum of 1,750 words | 1 attachment allowed

BEnChMARKinG & PERfORMAnCE RATinG   
(3-6 Of 20 POinTs)

IMPORTANT:  provide the statement of energy 
performance report generated from energy sTar® or 
energy sTar® certificate of achievement. 

entrants will be scored based on their    
energy sTar score as follows:

•	 •	 Score	<	65:	3	points	

•	 •	 Score	65-74:	4	points	

•	 •	 Score	75-84:	5	points	

•	 •	 Score	>84:	6	points	

*for multiple buildings, use weighted average by square 
footage

BuildinG sTAff/TEnAnT EduCATiOn    
(4 Of 20 POinTs)

describe any programs in place to educate building 
operations staff, property managers, engineers, leasing 
agents, and other personnel such as tenants about the 
importance of and methods for   conservation. building 
staff/tenant education can be conducted virtually via on-
line courses rather than by in-house training, classroom 
training, or staff meetings. This may include encouraging 
or requiring participation in the boma energy efficiency 
program, energy sTar® training sessions, boma besT 
practices, pursuing industry certification and professio-
nal development programs. 
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SECTION 5:   UP TO 15 POINTS

EnViROnMEnTAl / susTAinABiliTY / hEAlTh & WEllnEss

dEsCRiBE ThE fOllOWinG:

EnViROnMEnTAl 4 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding.  This may include accessibility for disabled tenants 
and visitors, indoor air quality management and testing, 
storage tank management, generator testing and mana-
gement, hazardous waste management, asbestos ma-
nagement, emergency clean up, blood borne pathogen 
program, pandemic preparedness and tenant environ-
mental management and compliance. 

provide documentation of buildings waste management 
plan, recycling policies and building’s exterior main-
tenance plan, including recaulking, window washing, 
pressure washing, etc., green programs and/or any 
other environmental management programs.

please include any additional environmental and regula-
tory policies and procedures not mentioned above that 
are being followed. 

susTAinABiliTY 3 Of 15 POinTs

describe the policies and procedures in place at the 
building.  This may include storm water management, 
green friendly landscape management, integrated pest 
control management, green cleaning, green purchasing 
policy, exterior building maintenance management plan, 
waste management and recycling, lamp disposal, water 
reduction and management and traffic reduction initia-
tives.   please include any additional sustainable policies 
and procedures not mentioned above that are being fol-
lowed.

when describing these policies and procedures explain 
if they are mandated by local, state and/or federal com-
pliance or other. if these programs are not mandated, ex-
plain the purpose for implementing. 

WAsTE  4 Of 15 POinTs

describe your building’s waste reduction work plan and 
source separation program. 

where applicable include:

•	 collection of organic wastepaper, metal cans, glass, 
plastic containers and cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and 
general public

•	 organizational statement for continuous improvement 
in reduction and diversion of waste streams

•	 address the prevention, diversion, and management of 
solid waste generated as a result of day-to-day activities 
and infrequent events

•	 future plans to increase recycling levels and reduce the 
waste generated
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SECTION 5: 
EnViROnMEnTAl / susTAinABiliTY / hEAlTh & WEllnEss

hEAlTh & WEllnEss 4 Of 15 POinTs

describe policies management that have been implemented to create 
healthy work environments for employees and tenants and to promote 
sustainable communities.

describe at least three wellness amenities available to one or all the 
stakeholders, such as rest areas, access to outdoor spaces, drinking water 
provisions, walking trails, fitness areas, immunization clinics, access to far-
mers markets, shared gardens, etc. 

describe building features that address the health and wellbeing of the 
stakeholders such as daylight levels, lighting controls, glare controls, user 
comfort controls, smoking policy, acoustic conditions, etc.

describe programs implemented since the outbreak of covid-19 which 
you will keep in place to reduce contagious disease transmissions. exa-
mples include hand hygiene standards, health promotion signage, in-
fectious disease plan response guidelines, contagious disease outbreak 
preparedness plan, enhanced cleaning, disinfecting and maintenance 
protocol, ppe guidelines, etc.

infORMATiOn REQuiREd :

•	 documentation of waste management 
plan – Toc or other

•	 other documentation of recycling 
policies, exterior maintenance plan, 
etc. 

•	 sustainable policies – Toc or other 

•	 waste audit 

•	 other

Maximum of 3,000 words
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SECTION 6 :        UP TO 30 POINTS

TEnAnT/OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT

in this section.

NOTE:  Tenant relations/communications examples 
that occurred within the past 24 months can be re-
ferenced 

TEnAnT And OCCuPAnT RElATiOns     
(15 Of 30 POinTs)

dEsCRiBE ThE fOllOWinG:

Tenant relations efforts and/or programs sponsored by 
building management within the last 24 months. 

The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

Tenant amenities available such as health facilities, child-
care and food service.

a description of how the building’s management team 
communicated with its tenants during covid-19. 

indicate if tenant satisfaction surveys were conducted in-
cluding the frequency and the date the last survey was 
last completed and the results. 

an explanation of the major findings and the actions ma-
nagement took to share results, alleviate concerns and/
or problems, and/or ensure that acceptable and “popu-
lar” procedures and activities were maintained. 

ATTACh ThE fOllOWinG:

•	 3 samples appreciation letters from the tenant or public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey (if applicable)

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described 

•	 1 table of contents from the tenant manual. (do not 
include the entire manual or photograph collages - only 
single images.)

NOTE:  corporate facility – employees are consi-
dered tenants and you may include the table of 
contents of your tenant information manual or guide-
book in addition to the summaries described above. 

COMMuniTY inVOlVEMEnT (15 Of 30 POinTs)

NOTE:  community impact examples and data that 
occurred within the past 24 months can be refe-
renced in this section.
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dEsCRiBE ThE fOllOWinG:

The building management’s impact on the community. 
for example: jobs provided (as a direct result of the buil-
ding’s existence), amenities to the community or the cor-
porate environment (parks, blood drives, special events, 
etc.), tax impact (provide special assessments for roads, 
sewers, etc.), recognition awards, letters and roads and 
other transportation improvements. if the impact can be 
quantified as additional income for the community or 
charitable event or has some type of savings associated 
with the impact, please describe. when describing the 
current year’s events, please note programs and how 
long they have been in place. 

describe how the building management’s efforts in this 
area have helped make the property a benefit to the local 
community.  only include corporate donations/activities 
if entrant can describe how the onsite management team 
personally participated or how it affected the property. 

describe activity such as participation in advocacy days, 
and/or meetings or correspondence with elected offi-
cials and/or regulatory agencies on matters of industry 
importance. activities must be within past 12 months. 
include date of activity.

describe building-sponsored issues forum or town-hall-
type meetings at the property within the past 12 months 
and at least one (1) planned or unplanned event in coo-
peration with municipal departments, such as police 
department, fire department, and public works.  include 
date of activity.

NOTE: entrants should focus on amenities made 
available to the community as a result of the property 
and describe amenities open to the public to utilize. 
demonstrate the building management or staff parti-
cipation in community involvement and enrichment. 

ATTACh ThE fOllOWinG (OPTiOnAl):

entrants may also include a maximum of three attach-
ments reflecting the events being described such as pos-
ters, flyers, newsletters and charity acknowledgement 
letters.  

Maximum of 4,000 words
Total of 13 attachments required - 4 optional 
TOTAL 17 attachments

suBMiTTEd COnTEnT

building registration information and the building des-
cription may be used in awards program materials and 
with the media. photographs may be used, with attribu-
tion, in awards program materials, and with the media.   

SECTION 6 :       
TEnAnT/OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT 
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1.  CATEGORY dEsCRiPTiOn

indusTRiAl BuildinGs:

all buildings, comprising a total project, to include any 
single building industrial properties, one to two stories 
in height, with less than 50% office area. building(s) must 
have a loading dock, roll-up or sliding door(s) for loading, 
with no common lobby or corridors except for restroom 
vestibules and utility or fire equipment access. 

 
2.  EliGiBiliTY REQuiREMEnTs 

1.  The building must win at the local level to advance to the 
national level and must win at the national level to advance to 
international.  

NEW FOR 2023: 
all buildings competing at the national level must be 
boma 360-designaTed.

2.  all portfolios must have undergone a building inspection and 
scored at least 70% to be eligible to compete. 

3.  The building must be a member, or managed by an entity that 
is a member, in good standing with both boma québec and 
boma international in order to compete at the local, national 
and international levels. specifically, all membership fees, and 
any other debt, must be paid prior to entry. 

 4.  The building may not have won in the same category at the 
international level during the last 5 years (i.e. buildings that win 
in 2022 are not eligible to compete until 2027 and awarded in 
2028). The building may not have won in a different category 
at the international level during the last 3 years (i.e. buildings 
that win in 2022 are not eligible to compete until 2025 and 
awarded in 2026).

5.  The building must be occupied for at least one full year from 
the date of occupancy of the first tenant by december 31st, 
2022 with a minimum of 12 months of building operations.  

6.  buildings submitted in the industrial category must have more 
than 5% and less than 50% office area as measured by boma 
standards. 

7.  all industrial buildings must be at least 50% percent average 
annual occupancy (leased occupancy).

8.   each building may enter in only one category.  

9.  industrial category entrants are not required to 
be energy sTar® benchmarked. however, if 
you would like to include that information, please 
complete both of the following:

 provide a copy of the statement of energy 
performance generated from energy sTar® 

and/or official letter from epa or energy sTar® 
certificate of achievements received within the 
past 24 months.

                         
 

10.  an entrant may choose to enter multiple buildings 
as a single entry only if the buildings are owned 
by the same company, managed by the same 
company and the buildings are managed as a 
single entity and not within a suburban office 
park. all entries must disclose whether their entry 
is a single building or multiple buildings under the 
buildings standards section. 

11.  for any building that enters the competition at 
the local and national level that may encounter a 
change in management and/or ownership and 
wins at the international level, the award will be 
presented to the management company/owner 
at the time of the original entry.

12.  entrants are required to obtain a boma besT® 
sustainable buildings certification.  each entrant 
must provide a copy of the certificate or letter 
from boma canada attesting certification is valid 
in the competition year.  
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The following documentation is mandatory where 
applicable and should be made available. on-line 
versions are acceptable but must be available at time 
of inspection at the property being inspected.  ease of 
navigation is essential to ensure that judges can easily 
and readily review:

•	 evidence of evacuation drills conducted within past 24 
months. 

NOTE: drills can be silent if applicable.

•	 preventative maintenance manual

•	 sop manual/documentation of standard operating 
procedures

•	 regular financial reports/accounting software used

•	 purchase policies

•	 entrant should receive Toby building inspection 
verification form by their local boma or international 
affiliate organization.  

 

3.  MAndATORY On-siTE     
     BuildinG insPECTiOn

building inspections must take place at the local level 
of competition to ensure the entry meets the eligibility 
requirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a Toby.

The following items may be inspected during the building 
inspection:

•	 entrance/mail lobby

•	 security/life safety

•	 management office

•	 elevators

•	 multi-Tenant corridors

•	 restrooms

•	 stairwells

•	 Typical Tenant suite (if applicable)

•	 central plant/engineering office

•	 equipment rooms/service areas

•	 parking facilities (only if owner/agent operated)

•	 landscaping/grounds

•	 refuse removal and loading docks

•	 roof

•	 Tenant amenities
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5.  JudGinG / dATA / dEAdlinEs 

Judging will occur during the months of March and April 2023. 

As soon as possible registration

March 30, 2023 deadline for submissions at 5 p.m.

April 1 to April 15, 
2023

evaluation of submissions           
and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 registration, entry fees and formal entry to be 
received.

August 2023 Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
ab (september 26-28, 2022).

January 2023 winners of boma canada 2023 national Toby 
awards may be eligible to advance to the 2024 
international competition if they meet the 
eligibility requirements. winners will be asked to 
submit a secondary registration form to boma 
canada acknowledging their intent to enter the 
international competition.

April 2024 eligible national winners, who have 
acknowledged their intent to continue to 
international competition, will be forwarded 
to boma international by boma canada.  
no further entry fees are payable to boma 
international to have the online entry officially 
considered.  (entrants will be provided 
access to their existing national entry prior to 
international competition.)

April/May 2024 Judging at the international level will be 
arranged by boma international in washington, 
d.c.

June 2024 competition results and awards for the 
international winners will be presented at the 
international awards gala during the 2024 
boma international conference & expo®.

4.  EnTRY fEEs 

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the Gala Evening).

NOTE: 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than March 30, 
2023 at 5 p.m. 

any delay will result in a five (5) point 
deduction / per day of delay.

all fees are non-refundable.
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6. uniVERsAl PORTfOliO REQuiREMEnTs

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb

•	 do not use photograph collages (only single images)

 

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

 

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE:

descriptive/summary text must be entered in the 
text box provided and may not be submitted as an 
uploaded file. 

identify what an acronym represents at least once in 
each document.

Text within required supporting documents does not 
count against character limits. 

 RECOMMENDATION

Text should be created in word.  please spell check 
prior to pasting into the text box.  also confirm that 
the copied text can be fully viewed on-line.  if not, 
reduce the characters to fit the requirements.

 

7.  PORTfOliO sPECifiCATiOns 

NOTE: 

each section is limited to a specified amount of 
words. all entrants are encouraged to save and 
review their entries before submitting to ensure that 
all text/content is captured in the entry.

BuildinG infORMATiOn 

provide a summary of the physical description of the buil-
ding(s), property and location.  

Maximum of 350 words 

COMPETiTiOn PhOTOGRAPhs 

provide the following photographs of your building(s): 

•	 2 front exterior of the building(s)

•	 1 rear exterior of the building(s)

•	 1 interior of the office

•	 1 interior of the warehouse

•	 2 additional photographs, the subject matter of which is 
the entrant’s choice 

Total of 9 attachments required
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SECTION 1:  UP TO 5 POINTS

BuildinG OPERATiOns & MAnAGEMEnT
This section is designed to provide the reader with an overview    
of the building(s) and property.  

infORMATiOn REQuiREd fOR TOBY:

•	 building name or names if multiple buildings are being entered   
as a single entry 

•	 number of floors 

•	 boma certified Total building rentable area square footage 

•	 boma certified office rentable area square footage 

•	 other certified rentable area square footage (where applicable) 

•	 exterior building description (type of facade, windows, roof etc.) 

•	 year constructed or opened 

dEsCRiBE ThE fOllOWinG:

•	 lobby/atrium standard finishes (if applicable)

•	 corridor standard finishes

•	 restroom standard finishes

•	 Typical Tenant suite standard finishes 

•	 utility distribution

•	 elevators

•	 hvac distribution system

•	 fire life safety systems

•	 loading dock & parking

•	 emergency generator / back-up power

•	 ceiling height, weight loads, truck/rail access, bay areas, design flexibility, 
and any other building standards 

ATTACh ThE fOllOWinG:

•	 floor plan for your building showing your main lobby as well as two 
additional typical floor plans (attachment #1)

•	 site plan or an aerial photograph. aerial photograph should show the 
building(s) and property/boundary lines. (attachment #2)

•	 copy of any certifications and/or awards that have been achieved that are 
not related to energy sTar ®, boma besT, or breeam (attachment #3)

NOTE:  please combine multiple documents into a single attachment  
if necessary.

Maximum of 2,000 words | Total of 4 attachments required 

(up to 5 attachments allowed)
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SECTION 3:  UP TO 15 POINTS

TRAininG And EduCATiOn

NOTE: 

 Training for building personnel can be conducted 
virtually via online courses rather than by in-house 
training, classroom training or, staff meetings.  
participation in boma-sponsored event may be 
virtual, as well.

dEsCRiBE ThE fOllOWinG:

•	

•	 on-going training programs for building personnel 
including seminars, in-house training and continuing 
education completed as well as designations, 
participation in professional organizations and team 
building and how this is managed for all personnel. 
detail prior year and current year training, plus future 
plans.

•	 management team participation in at least one boma-
sponsored (local, national or international) event or 
international affiliate sponsored event within the last 24 
months (if applicable).

•	 Training for both on-site and off-site building personnel 
dedicated to the property.

•	 list of any management team industry certifications, 
degrees or industry training

Maximum of 1,800 words

SECTION 2: UP TO 15 POINTS

lifE sAfETY/sECuRiTY/RisK MAnAGEMEnT

NOTE: 

entrants can use data up to 24 months prior to 
application deadline.  

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster 
and security standards. 

•	 Training for property management and tenants as well 
as recovery procedures. if you work with local first 
responders and conduct live training, explain how this is 
accomplished. 

•	 explain how the building monitors activities in common 
areas. 

•	 explain how the building controls entry into the 
building, especially during non-business/non-peak 
hour.

•	 summary about your business continuity plan and if 
drills are conducted how they are documented and 
communicated. 

•	 fire and evacuation drills are conducted, how often and 
when.

infORMATiOn REQuiREd fOR TOBY:

•	 Table of contents of your emergency preparedness and 
security standards manual(s). 

•	 aed policy or equivalent

•	 written security procedures (Table of contents) 

•	 copy of ada plan (if applicable in your jurisdiction)

•	 reference of access control and surveillance systems in 
the building.  how does the building control entry into 
the building, especially during non-business/non-peak 
hour? explain how the building monitors activities in 
common areas. it is not necessary to include an entire 
policy manual on how this is handled.

Maximum of 1,800 words



23

cATEGoRY : INdUsTrIAl BUIldINgs

SECTION 4 :   UP TO 20 POINTS

EnERGY        

NOTE: it is not necessary for industrial entrants to benchmark their energy 
performance using energy sTar®.

describe any programs in place to educate building operations staff, property managers, 
engineers, leasing agents, and other personnel such as tenants about the importance 
of and methods for   conservation. building staff/tenant education can be conducted 
virtually via online courses rather than by in-house training, classroom training, or staff 
meetings. This may include encouraging or requiring participation in the boma energy 
efficiency program, energy sTar® training sessions, boma besT practices, pursuing 
industry certification and professional development programs. (5 of 20 points)

describe your building maintenance procedures and how they contribute to energy 
conservation. This should include the following as well as any additional procedures fol-
lowed (10 of 20 points): 

•	 preventative maintenance programs 

•	 system documentation 

•	 equipment and system performance monitoring 

•	 sensor and control calibration 

describe the steps taken to improve the energy performance of your building over the 
last three years (2 of 20 points).

describe the energy management system (ems) in place in your building and the degree 
to which you use it to reduce the building’s energy consumption. provide measurable 
results demonstrating reduction in energy and improved performance.  (3 of 20 points)

Maximum of 1,750 words
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SECTION 5:   UP TO 15 POINTS

EnViROnMEnTAl/susTAinABiliTY/hEAlTh & WEllnEss

describe a minimum of 7 programs of which at least 3 
should be related to Environmental and regulatory and 
at least 3 related to sustainability and then describe your 
waste management plan.

EnViROnMEnTAl & REGulATORY 4 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding.  This may include accessibility for disabled tenants 
and visitors, indoor air quality management and testing, 
storage tank management, generator testing and mana-
gement, hazardous waste management, asbestos ma-
nagement, emergency clean up, blood borne pathogen 
program, pandemic preparedness and tenant environ-
mental management and compliance. 

describe waste management plan, recycling policies 
and building’s exterior maintenance plan, including 
re-caulking, window washing, pressure washing, etc., 
green programs and/or any other environmental mana-
gement programs.

please include any additional environmental and regula-
tory policies and procedures not mentioned above that 
are being followed. 

susTAinABiliTY   3 Of 15 POinTs

describe the policies and procedures in place at the 
building.  This may include storm water management, 
green friendly landscape management, integrated pest 
control management, green cleaning, green purchasing 
policy, exterior building maintenance management plan, 
waste management and recycling, lamp disposal, water 
reduction and management and traffic reduction initia-
tives.   please include any additional sustainable policies 
and procedures not mentioned above that are being fol-
lowed.

when describing these policies and procedures, explain 
if they are mandated by local, state and/or federal com-
pliance or other. if these programs are not mandated, ex-
plain the purpose for implementing. 

WAsTE   4 Of 15 POinTs

describe your building’s waste reduction work plan and 
source separation program. 

where applicable include:

•	 collection of organic wastepaper, metal cans, glass, 
plastic containers and cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and 
general public

•	 organizational statement for continuous improvement 
in reduction and diversion of waste streams

•	 address the prevention, diversion, and management of 
solid waste generated as a result of day-to-day activities 
and infrequent events

•	 future plans to increase recycling levels and reduce the 
waste generated
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SECTION 5: 
EnViROnMEnTAl/susTAinABiliTY/hEAlTh & WEllnEss

hEAlTh & WEllnEss   4 Of 15 POinTs

describe policies management that have been implemented to create 
healthy work environments for employees and tenants and to promote 
sustainable communities.

describe at least three wellness amenities available to one or all the 
stakeholders, such as rest areas, access to outdoor spaces, drinking water 
provisions, walking trails, fitness areas, immunization clinics, access to far-
mers markets, shared gardens, etc. 

describe building features that address the health and wellbeing of the 
stakeholders such as daylight levels, lighting controls, glare controls, user 
comfort controls, smoking policy, acoustic conditions, etc.

describe programs implemented since the outbreak of covid-19 which 
you will keep in place to reduce contagious disease transmissions. exa-
mples include hand hygiene standards, heath promotion signage, in-
fectious disease plan response guidelines, contagious disease outbreak 
preparedness plan, enhanced cleaning, disinfecting and maintenance 
protocol, ppe guidelines, etc. 

infORMATiOn REQuiREd :

•	 documentation of waste management 
plan – Toc or other

•	 other documentation of recycling 
policies, exterior maintenance plan, 
etc. 

•	 sustainable policies – Toc or other 

•	 waste audit 

•	 other

Maximum of 3,000 words
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SECTION 6 :        UP TO 30 POINTS

TEnAnT / OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT 

NOTE:  Tenant relations/communications examples 
that occurred within the past 24 months can be refe-
renced in this section.

TEnAnT And OCCuPAnT RElATiOns (15 Of 30 POinTs)

dEsCRiBE ThE fOllOWinG:

•	 Tenant relations efforts and/or programs sponsored by 
building management within the last 24 months. 

•	 The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

•	 Tenant amenities available such as health facilities, 
childcare and food service.

•	 a description of how the building’s management team 
communicated with its tenants during covid-19. 

•	 indicate if tenant satisfaction surveys were conducted 
including the frequency and the date the last survey was 
last completed and the results. 

•	 an explanation of the major findings and the actions 
management took to share results, alleviate concerns 
and/or problems, and/or ensure that acceptable and 
“popular” procedures and activities were maintained. 

ATTACh ThE fOllOWinG:

•	 3 samples appreciation letters from the tenant or public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey (if applicable)

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described 

•	 1 table of contents from the tenant manual. (do not 
include the entire manual or photograph collages—only 
single images.)

COMMuniTY inVOlVEMEnT (15 Of 30 POinTs)

NOTE:  community impact examples and data that 
occurred within the past 24 months can be refe-
renced in this section.
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dEsCRiBE ThE fOllOWinG:

•	 The building management’s impact on the 
community. for example: jobs provided (as a direct 
result of the building’s existence), amenities to the 
community or the corporate environment (parks, 
blood drives, special events, etc.), tax impact 
(provide special assessments for roads, sewers, etc.), 
recognition awards, letters and roads and other 
transportation improvements. if the impact can be 
quantified as additional income for the community 
or charitable event or has some type of savings 
associated with the impact, please describe. 

•	 when describing the current year’s events, please 
note programs and how long they have been in 
place. 

•	 how the building management’s efforts in this area 
have helped make the property a benefit to the local 
community.  only include corporate donations/
activities if entrant can describe how the onsite 
management team personally participated or how it 
affected the property. 

•	 The building’s compatibility with neighboring 
properties and how the building affects traffic. 
(optional)

Maximum of 1,800 words  
Total of 13 attachments required -- 1 optional – 
TOTAL 14 attachments

suBMiTTEd COnTEnT

•	 building registration information and the building 
description may be used in awards program 
materials and with the media. photographs may be 
used, with attribution, in awards program materials, 
with the media. 

SECTION 6 :        UP TO 30 POINTS

TEnAnT / OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT 
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1.  CATEGORY dEsCRiPTiOn

MixEd-usE BuildinGs :

all properties will have minimum of 10% office in a planned 
integration of at least three components that are a mix of 
retail, entertainment, residential, hotel, recreation or 
other functions. 

each component will be at a minimum of 10% of the total 
property. The property can be one or more buildings ma-
naged by the same company.  it is pedestrian-oriented and 
contains elements of a live-work-play environment. it maxi-
mizes space usage, has amenities and architectural features 
that tends to mitigate traffic and sprawl.

when a building fits a different category, it should be ente-
red in that category.

 
2.  EliGiBiliTY 

1. The building must win at the local level to advance to the 
regional level and must win at the national level to advance to 
international. 

NEW FOR 2023: 
all buildings competing at the regional level must be 
boma 360-designated.

2. all portfolios must score at least 70% to be eligible to compete. 

3. The building must be a member, or managed by an entity that 
is a member, in good standing with boma québec in order 
to compete at the local, national and international levels. 
specifically, all membership fees, and any other debt, must be 
paid prior to entry. 

4. The building may not have won in the same category at the 
international level during the last 5 years (i.e. buildings that win 
in 2022 are not eligible to compete until 2027 and awarded in 
2028). The building may not have won in a different category 
at the international level during the last 3 years (i.e. buildings 
that win in 2020 are not eligible to compete until 2025 and 
awarded in 2026).

5. The building must be occupied for at least one full year from 
the date of occupancy of the first tenant by december 31st, 
2022 with a minimum of 12 months of building operations.  

6. buildings submitted in the mixed-use category 
must have at least 10% office space of total square 
footage of entire complex.

7. all mixed-use buildings must be at least 50% 
percent average annual occupancy (physical 
occupancy).

8. each building may enter in only one category.  

9. entrants must provide the following:  

•	 a list of areas for which energy consumption 
data is available (i.e. all tenants, some 
tenants, interior and exterior common areas) 
and the type of energy used, (i.e. electricity, 
natural gas, other).

•	 percentage of occupied gross leasable area 
you have energy consumption data (either 
through sub-metering or by other means). 
The data must represent consumption from 
the most recent 12-month period and must 
not be any older than the past 18 months. 

•	 proof that building current energy 
consumption is being compared with 
consumption from past years and provide 
conclusions drawn from the analysis over a 
minimum of 1 year.

•	 an entrant may choose to enter multiples 
buildings as a single entry only if the 
buildings are owned by the same company, 
managed by the same company and the 
buildings are managed as a single entity and 
not within a suburban office park. all entries 
must disclose whether their entry is a single 
building or multiple buildings under the 
building standards section. 

10. for any building that enters the competition at 
the local and national level that may encounter a 
change in management and/or ownership and 
wins at the international level, the award will be 
presented to the management company/owner 
at the time of the original entry.

11. each entrant must provide a copy of the boma 
besT certificate or letter from boma canada 
attesting certification is valid in the competition 
year.  
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The following documentation is mandatory where 
applicable and should be made available. on-line 
versions are acceptable but must be available at time 
of inspection at the property being inspected.  ease of 
navigation is essential to ensure that judges can easily 
and readily review:

•	 evidence of evacuation drills conducted within past 24 
months.

NOTE: drills can be silent if applicable.

•	 preventative maintenance manual

•	 sop manual/documentation of standard operating 
procedures

•	 regular financial reports/accounting software used

•	 purchase policies

•	 boma building measurement standard global 
summary sheet as proof of certification (or other pre-
approved certification)

 

3.  BuildinG insPECTiOn

building inspections must take place at the local level 
of competition to ensure the entry meets the eligibility 
requirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a boma award.

The following items may be inspected during the building 
inspection:

•	 entrance/main lobby

•	 security/life safety

•	 management office

•	 elevators

•	 multi-Tenant corridors

•	 restrooms

•	 stairwells

•	 Typical Tenant suite (if applicable)

•	 central plant/engineering office

•	 equipment rooms/service areas

•	 parking facilities (only if owner/agent operated)

•	 landscaping/grounds

•	 refuse removal and loading docks

•	 roof

•	 Tenant amenities
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5.  JudGinG / dATA / dEAdlinEs 

Judging will occur during the months of March and April 2023. 

As soon as possible registration

March 30, 2023 deadline for submissions at 5 p.m.

April 1 to April 15, 
2023

evaluation of submissions and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 national registration, entry fees and formal 
entry to be received by boma canada

August 2023  Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
alberta.

January 2023 winners of boma canada 2023 national Toby 
awards may be eligible to advance to the 2024 
international competition if they meet the 
eligibility requirements. winners will be asked to 
submit a secondary registration form to boma 
canada acknowledging their intent to enter the 
international competition.

April 2024 eligible national winners, who have 
acknowledged their intent to continue to 
international competition, will be forwarded 
to boma international by boma canada.  
no further entry fees are payable to boma 
international to have the online entry officially 
considered.  (entrants will be provided 
access to their existing national entry prior to 
international competition.)

April/May 2024 Judging at the international level will be 
arranged by boma international in washington, 
d.c.

June 2024 competition results and awards for the 
international winners will be presented at the 
international awards gala during the 2024 
boma international conference & expo®.

4.  EnTRY fEEs 

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the Gala Evening).

NOTE: 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than March 30, 
2023 at 5 p.m. 

any delay will result in a five (5) point 
deduction/per day of delay.

all fees are non-refundable.
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6.  uniVERsAl PORTfOliO REQuiREMEnTs

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb

•	 do not use photograph collages (only single images)

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE:

descriptive/summary text must be entered in the text box provided and 
may not be submitted as an uploaded file. 

identify what an acronym represents at least once in each document.

Text within required supporting documents does not count against 
character limits. 

each section is limited to a specified amount of words.  all entrants 
are encouraged to save and review their entries before submitting to 
ensure that all text/content is captured in the entry.
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SECTION 1:   UP TO 5 POINTS

BuildinG OPERATiOns & MAnAGEMEnT
This section is designed to provide the reader     
with an overview of the building(s) and property. 

dEsCRiBE ThE fOllOWinG:

•	 number of public entrances and their physical characteristics

•	 common area standard finishes

•	 restroom standard finishes

•	 customer service/concierge facilities

•	 utility distribution

•	 elevators and/or escalators and/or moving walks, lifts, etc.

•	 hvac distribution system

•	 fire life safety systems

•	 loading dock & back of house Tenant receiving areas

•	 parking

•	 emergency generator/back up power 

•	 signage and wayfinding

•	 multiple uses (where applicable)

ATTACh ThE fOllOWinG:

•	 floor plan for your building showing your main lobby as well as two 
additional typical floor plans (attachment #1)

•	 site plan or an aerial photograph. aerial photograph should show the 
building(s) and property/boundary lines. (attachment #2)

•	 copy of any certifications and/or awards that have been achieved that are 
not related to energy sTar ®, boma besT, or breeam (attachment #3)

NOTE:

please combine multiple documents into a single attachment if 
necessary.

Maximum of 2,000 words | Total of 3 attachments required 
(up to 5 attachments allowed)

BUILDING 
infORMATiOn

BuildinG dEsCRiPTiOn: 

•	 provide a summary of the physical 
description of the building(s), 
property and location.  

Maximum of 350 words 

COMPETiTiOn PhOTOGRAPhs :

•	 provide the following 
photographs of your building(s): 

•	 2 exterior (front & rear)

•	 1 interior (lobby and hallways) 

•	 1 standard tenant area (up to 3 
per entity)

•	 1 central plant or main 
mechanical room (chiller, fire 
pump or boiler room) 

•	 2 additional photographs, the 
subject matter of which is the 
entrant’s choice 

Total of 9 attachments required   
(up to 11 allowed)
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SECTION 3:  UP TO 15 POINTS

TRAininG And EduCATiOn

NOTE: 

Training for building personnel can be conducted 
virtually via online courses rather than by in-house 
training, classroom training or, staff meetings.  
participation in boma-sponsored event may be 
virtual, as well.

dEsCRiBE ThE fOllOWinG:

•	 on-going training programs for building personnel 
including seminars, in-house training and continuing 
education completed as well as designations, 
participation in professional organizations and team 
building and how this is managed for all personnel. 
detail prior year and current year training, plus future 
plans.

•	 management team participation in at least one boma-
sponsored (local, regional or international) event or 
international affiliate sponsored event within the last 24 
months (if applicable).

•	 Training for both on-site and off-site building personnel 
dedicated to the property.

•	 list of any management team industry certifications, 
degrees or industry training

Maximum of 1,800 words

SECTION 2: UP TO 15 POINTS

lifE sAfETY/sECuRiTY/RisK MAnAGEMEnT

NOTE: 

entrants can use data up to 24 months prior to 
application deadline.  

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster 
and security standards. 

•	 Training for property management and tenants as well 
as recovery procedures. if you work with local first 
responders and conduct live training, explain how this is 
accomplished. 

•	 explain how the building monitors activities in common 
areas. 

•	 explain how the building controls entry into the 
building, especially during non-business/non-peak 
hour.

•	 summary about your business continuity plan and if 
drills are conducted how they are documented and 
communicated. 

•	 fire and evacuation drills are conducted, how often and 
when.

Maximum of 1,800 words



cATEGoRY: MIxEd-UsE BUIldINgs 

35

SECTION 4 :   UP TO 20 POINTS

EnERGY        

NOTE: it is not necessary for mixed-use entrants to benchmark energy 
performance using energy sTar® at www.energysTar.gov. however, entrants 
must describe the following information:

•	 The preventative maintenance program      
(mixed-use – how these are shared between entities)      
– 2.0 points

•	 The energy management plan        
– 2.5 points

•	 The energy reduction Target         
– 2.5 points

•	 The indoor air quality monitoring plan       
– 2.0 points

•	 The occupant service request program       
– 2.0 points

•	 has the facility(s) conducted an ashrae level 1 energy assessment    
in the last three (s) years?         
– 2.0 points

•	 building staff/Tenant education on the importance      
of and methods for energy conservation.       
– 2.0 points

•	 building energy management system (ems) monitoring.     
– 2.0 points

•	 a list of areas for which energy consumption data is available (i.e. all tenants, some 
tenants, interior and exterior common areas) and the type of energy used, (i.e. 
electricity, natural gas, other).        
– 1 point

•	 percentage of occupied gross leasable area you have energy consumption data (either 
through sub-metering or by other means). The data must represent consumption from 
the most recent 12-month period and must not be any older than the past 18 months.   
– 1 point

•	 proof that building current energy consumption is being compared with consumption 
from past years and provide conclusions drawn from the analysis over a minimum of 1 
year.           
– 1 point

Maximum of 1,750 words | Up to 2 attachments allowed
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SECTION 5:   UP TO 15 POINTS

EnViROnMEnTAl / susTAinABiliTY / hEAlTh & WEllnEss

describe a minimum of 7 programs of which at least 3 
should be related to Environmental and regulatory and 
at least 3 related to sustainability and then describe your 
waste management plan.

EnViROnMEnTAl & REGulATORY 4 Of 15 POinTs

•	 describe the policies and procedures in place at the 
building.  This may include accessibility for disabled 
tenants and visitors, indoor air quality management and 
testing, storage tank management, generator testing 
and management, hazardous waste management, 
asbestos management, emergency clean up, blood 
borne pathogen program, pandemic preparedness and 
tenant environmental management and compliance. 

•	 provide documentation of buildings waste management 
plan, recycling policies and building’s exterior 
maintenance plan, including recaulking, window 
washing, pressure washing, etc., green programs and/
or any other environmental management programs.

•	 please include any additional environmental and 
regulatory policies and procedures not mentioned 
above that are being followed. 

susTAinABiliTY 3 Of 15 POinTs

•	 describe the policies and procedures in place at the 
building.  This may include storm water management, 
green friendly landscape management, integrated pest 
control management, green cleaning, green purchasing 
policy, exterior building maintenance management 
plan, waste management and recycling, lamp disposal, 
water reduction and management and traffic reduction 
initiatives.   please include any additional sustainable 
policies and procedures not mentioned above that are 
being followed.

•	 when describing these policies and procedures 
explain if they are mandated by local, state and/or 
federal compliance or other. if these programs are not 
mandated, explain the purpose for implementing. 

WAsTE  4 Of 15 POinTs

describe your building’s waste reduction work plan and 
source separation program. 

where applicable include:

•	 collection of organic wastepaper, metal cans, glass, 
plastic containers and cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and 
general public

•	 organizational statement for continuous improvement 
in reduction and diversion of waste streams

•	 address the prevention, diversion, and management of 
solid waste generated as a result of day-to-day activities 
and infrequent events

•	 attach a pdf copy of your latest waste audit

•	 future plans to increase recycling levels and reduce the 
waste generated

hEAlTh & WEllnEss 4 Of 15 POinTs

•	 describe policies management that have been 
implemented to create healthy work environments for 
employees and tenants and to promote sustainable 
communities.

•	 describe at least three wellness amenities available to 
one or all the stakeholders, such as rest areas, access 
to outdoor spaces, drinking water provisions, walking 
trails, fitness areas, immunization clinics, access to 
farmers markets, shared gardens, etc. 

•	 describe building features that address the health and 
wellbeing of the stakeholders such as daylight levels, 
lighting controls, glare controls, user comfort controls, 
smoking policy, acoustic conditions, etc.

•	 describe programs implemented since the outbreak 
of covid-19 which you will keep in place to reduce 
contagious disease transmissions. examples include 
hand hygiene standards, health promotion signage, 
infectious disease plan response guidelines, contagious 
disease outbreak preparedness plan, enhanced 
cleaning, disinfecting and maintenance protocol, ppe 
guidelines, etc. 

Maximum of 3,000 words
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SECTION 6 :        UP TO 30 POINTS

TEnAnT / OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT 

NOTE: Tenant relations/communications examples 
that occurred within the past 24 months can be refe-
renced in this section.

TEnAnT And OCCuPAnT RElATiOns (15 Of 30 POinTs)

dEsCRiBE ThE fOllOWinG:

•	 Tenant relations efforts and/or programs sponsored by 
building management within the last 24 months. 

•	 The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

•	 Tenant amenities available such as health facilities, 
childcare and food service.

•	 a description of how the building’s management team 
communicated with its tenants during covid-19. 

•	 indicate if tenant satisfaction surveys were conducted 
including the frequency and the date the last survey was 
last completed and the results. 

•	 an explanation of the major findings and the actions 
management took to share results, alleviate concerns 
and/or problems, and/or ensure that acceptable and 
“popular” procedures and activities were maintained. 

ATTACh ThE fOllOWinG:

•	 3 samples appreciation letters from the tenant or public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey (if applicable)

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described 

•	 1 table of contents from the tenant manual. (do not 
include the entire manual or photograph collages—only 
single images.)

COMMuniTY inVOlVEMEnT (15 Of 30 POinTs)

NOTE:  community impact examples and data that 
occurred within the past 24 months can be refe-
renced in this section.
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dEsCRiBE ThE fOllOWinG:

•	 The building management’s impact on the community. for example: jobs 
provided (as a direct result of the building’s existence), amenities to the 
community or the corporate environment (parks, blood drives, special 
events, etc.), tax impact (provide special assessments for roads, sewers, 
etc.), recognition awards, letters and roads and other transportation 
improvements. if the impact can be quantified as additional income for 
the community or charitable event or has some type of savings associated 
with the impact, please describe. when describing the current year’s 
events, please note programs and how long they have been in place. 

•	 describe how the building management’s efforts in this area have 
helped make the property a benefit to the local community.  only 
include corporate donations/activities if entrant can describe how the 
onsite management team personally participated or how it affected the 
property. 

•	 describe activity such as participation in advocacy days, and/or meetings 
or correspondence with elected officials and/or regulatory agencies on 
matters of industry importance. activities must be within past 12 months. 
include date of activity.

•	 describe building-sponsored issues forum or town-hall-type meetings 
at the property within the past 12 months and at least one (1) planned 
or unplanned event in cooperation with municipal departments, such as 
police department, fire department and public works.  include date of 
activity.

NOTE:  entrants should focus on amenities made available to the 
community as a result of the property and describe amenities open 
to the public to utilize. demonstrate the building management or 
staff participation in community involvement and enrichment. 

Maximum of 1,800 words
 Total of 13 attachments required – 1 optional 
TOTAL 14 attachments

suBMiTTEd COnTEnT

•	 building registration information and 
the building description may be used in 
awards program materials and with the 
media. photographs may be used, with 
attribution, in awards program materials, 
with the media and in other boma 
international materials. all other content 
may be used by boma international in 
the creation of new industry materials. 
boma international will not include 
identifying information, such as building 
name, owner, etc., in these materials 
without the entrant’s consent. 

SECTION 6 :        UP TO 30 POINTS

TEnAnT / OCCuPAnT RElATiOns And COMMuniTY inVOlVEMEnT  
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1.  CATEGORY dEsCRiPTiOn

PuBliC AssEMBlY BuildinGs:

all buildings must be publicly accessible and support multiple 
uses (entertainment, events/gatherings, etc). The multiple use 
character of these buildings may influence the building’s utility 
use, opening hours and tenant or occupant relations. These 
buildings may be part of a larger portfolio. 

This category includes: stand-alone arenas, amphitheaters, au-
ditoriums, art galleries, churches, hotels, convention centers, 
exhibit halls, courthouses, stadiums, university building(s) and 
other buildings that are publicly accessible. This category al-
lows for entry restrictions based on ticketed or multi-tenant/
occupant areas. 

when a building fits a different Toby category, it should be en-
tered in that category. 

IMPORTANT NOTE FOR 2023 ENTRANTS:

There is currently no public assembly category at the 
boma international level. as a result, the category is only 
available locally and nationally in canada. entries do not 
require a boma 360 designation and must be submitted 
electronically via dropbox link (provided).

 
2.  EliGiBiliTY 
 

1. The building must win at the local level to advance to the 
national level and must win at the national level to advance to 
international. 

2. all portfolios must have undergone a building inspection and 
scored at least 70% to be eligible to compete. 

3. The building must be a member, or managed by an entity that 
is a member, in good standing with both their boma local 
association and boma international in order to compete at 
the local, national and/or international levels. specifically, all 
membership fees, and any other debt, must be paid prior to 
entry. 

4. The building may not have won in the same category at 
the national/international level during the last 5 years (i.e. 
buildings that win in 2022are not eligible to compete until 
2027 and awarded in 2028). The building may not have 
won in a different category at the national/international level 
during the last 3 years (i.e. buildings that win in 2022 are not 
eligible to compete until 2025 and awarded in 2026).

5. The building must be occupied for at least one full year from 
the date of occupancy of the first tenant by december 31st, 
2022 with a minimum of 12 months of building operations.  

6. buildings submitted in the mixed-use category must have at 

least 10% office space of total square footage of 
entire complex.

7. all mixed-use and public assembly buildings 
must be at least 50% percent occupied (physical 
occupancy of leasable space).

8. each building may enter in only one category.  

9. entrants are required to obtain a boma besT® 
sustainable buildings certification.  each entrant 
must provide a copy of the certificate or letter 
from boma canada attesting certification is valid 
in the competition year.  

10. an entrant may choose to enter multiple 
buildings as a single entry only if the buildings 
are owned by the same company, managed 
by the same company and the buildings are 
managed as a single entity and not within a 
suburban office park. all entries must disclose 
whether their entry is a single building or 
multiple buildings under the building standards 
section. 

11. for any building that enters the competition at 
the local and national level that may encounter a 
change in management and/or ownership and 
wins at the international level, the award will be 
presented to the management company/owner 
at the time of the original entry.
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The following documentation is mandatory where ap-
plicable and should be made available. on-line versions 
are acceptable but must be available at time of inspec-
tion at the property being inspected.  ease of navigation 
is essential to ensure that judges can easily and readily 
review:

•	 Evidence	of	Evacuation	Drills	conducted	within	
past	12	months.	NOTE:	Drills	can	be	silent	if	
applicable.

•	 Preventative	Maintenance	Manual
•	 SOP	Manual/Documentation	of	Standard	

Operating	Procedures
•	 Regular	Financial	Reports/Accounting	Software	

Used
•	 Purchase	Policies	(Basic	Principles)
•	 BOMA	Building	Measurement	Standard	Global	

Summary	Sheet	as	proof	of	certification	(or	other	
pre-approved	certification)
 

3.  BuildinG insPECTiOn

building inspections must take place at the local level of 
competition to ensure the entry meets the eligibility re-
quirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a Toby.

The following items may be inspected during the buil-
ding inspection:

•	 Entrance/Mail	Lobby
•	 Security/Life	Safety
•	 Management	Office
•	 Elevators
•	 Multi-Tenant	Corridors
•	 Restrooms
•	 Stairwells
•	 Typical	Tenant	Suite	(if	applicable	to	building	

category)	
•	 Central	Plant/Engineering	Office
•	 Equipment	Rooms/Service	Areas
•	 Parking	facilities	(only	if	Owner/Agent	Operated)
•	 Landscaping/Grounds
•	 Refuse	Removal	and	Loading	Docks
•	 Roof
•	 Tenant	Amenities



cATEGoRY: PUBlIC AssEMBlY BUIldINgs

42

5.  JudGinG / dATA / dEAdlinEs  

Judging will occur during the months of March and April 2023. 

As soon as possible registration 

March 30, 2023 deadline for submissions at 5 p.m.

April 1 
to April 15,2023 

evaluation of submissions and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 national registration, entry fees and formal entry 
to be received by boma canada

August 2023 Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
alberta.

4. EnTRY fEEs

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the Gala Evening).

NOTE : 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than March 30, 
2023 at 5 p.m. 

any delay will result in a five (5) point 
deduction/per day of delay.

all fees are non-refundable.
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6. GlOBAl PORTfOliO      
    REQuiREMEnTs 

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb

•	 do not use photograph collages (only single images)

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

 

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE:

•	Descriptive/summary	 text	must	be	entered	 in	 the	
text box provided and may not be submitted as an 
uploaded file. 

•	Identify	what	an	acronym	represents	at	least	once	in	
each document.

•	 Text	within	 required	 supporting	 documents	 does	
not count against character limits. 

7.  PORTfOliO sPECifiCATiOns

The following information must be provided electronically 
via dropbox link provided. strict adherence to the 
portfolio specifications listed herein is required.     

local entries must check with your boma local association 
for local submission requirements. 

NOTE:  

each section is limited to a specified amount of 
words.  all entrants are encouraged to save and 
review their entries before submitting to ensure that 
all text/content is captured in the entry.

shaded boxes throughout this document contain 
useful notes and information that may assist you in 
preparation for a local judges’ visit or for completion 
on your online entry.  it is a resource only and is not 
exhaustive.

BuildinG dEsCRiPTiOn – 1 POinT

provide a summary of the physical description of the buil-
ding(s), property and location.  

Maximum of 350 words | No attachments allowed
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BUILDING STANDARDS   3 POINTS

The building(s) standards should be designed to provide 
the reader with an overview of the building(s) and 
property. 

PROVidE ThE fOllOWinG:

•	 building name or multiple buildings being entered as a 
single entry

•	 number of floors

•	 boma certified floor plate square footage

•	 boma certified Total building square footage

•	 boma certified retail area square footage

•	 boma certified office area square footage 

•	 other boma certified area square footage (if 
applicable) 

•	 exterior building description (type of facade, windows, 
roof etc.)

•	 year constructed or opened

dEsCRiBE ThE fOllOWinG:

•	 number of public entrances and their physical 
characteristics

•	 common area standard finishes

•	 restroom standard finishes

•	 customer service/concierge facilities

•	 utility distribution

•	 elevators and/or escalators and/or moving walks, lifts, 
etc.

•	 hvac distribution system

•	 fire life safety systems

•	 loading dock & back of house Tenant receiving areas

•	 parking

•	 emergency generator/back up power 

•	 signage and wayfinding

•	 multiple uses (where applicable)

ATTACh ThE fOllOWinG:

•	 floor plan for your building showing your main lobby 
(office component) as well as two additional typical floor 
plans (attachment #1)

•	 site plan or an aerial photograph. aerial photograph 
should show the building(s) and property/boundary 
lines. (attachment #2)

•	 documentation of boma floor measurement standard–
type used in section of lease where the boma 
floor measurement standard is referenced, or other 
documentation, such as a sample lease document or 
calculations referencing the boma office standard. if 
not using boma standard, please list which standard is 
being used. (attachment #3)

•	 description and copy of any certifications and/or awards 
that have been achieved that are not related to energy 
sTar ®, boma besT, or breeam (attachment #4)

•	 Toby inspection verification (provided by your local 
boma association) (attachment #5)

NOTE:  please combine multiple documents into a single 
attachment if necessary.

Maximum of 2,000 words 
Total of 5 attachments required

*  buildings that do not earn the maximum 3 points in the 
building standards section may earn one point if they are a 
boma 360 designee.
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COMMUNITY IMPACT   15 POINTS

NOTE:   entrants can use data that occurred   
within the past 24 months prior to application   
deadline.

provide a written description of the building manage-
ment’s impact on the community. 

for example: jobs provided (as a direct result of the buil-
ding’s existence), amenities to the community or the cor-
porate environment (parks, blood drives, special events, 
etc.), tax impact (provide special assessments for roads, 
sewers, etc.), recognition awards, letters and roads and 
other transportation improvements. if the impact can be 
quantified (quantity of drives, number of books, number 
of toys,etc.) as additional income for the community or 
charitable event or has some type of savings associated 
with the impact, please describe. when describing the 
current year’s events, please note programs and how 
long they have been in place. 

describe how the building management’s efforts in this 
area have helped make the property a benefit to the local 
community.  only include corporate donations/activities 
if entrant can describe how the onsite management team 
personally participated or how it affected the property. 

NOTE: entrants should focus on amenities made available 
to the community as a result of the property and describe 
amenities open to the public to utilize. demonstrate the 
building management or staff participation in community 
involvement and enrichment. 

Maximum of 1,800 words 
Up to 3 attachments allowed

summer students employed, co-op student placements, 
seasonal hires.

community involvement and enrichment (local bia, 
schools, charities, donation drive (toy, clothing, food), 
animal protection, donation of space (vacant area, 
courtyards, lobbies) for community/city events, buskers, 
arts & crafts, farmers markets.

TENANT RELATIONS 
/ COMMUNICATIONS     15 POINTS

NOTE:   entrants can use data up to    
24 months prior to application    
deadline.  

dEsCRiBE ThE fOllOWinG:

•	 Tenant relations efforts and/or programs sponsored by 
building management within the last 12 months. 

•	 The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

•	 Tenant amenities available such as health facilities, 
childcare and food service. 

•	 a description of how the building’s management team 
communicated with its tenants during covid-19. 

•	 indicate if tenant satisfaction surveys were conducted 
including the frequency and the date the last survey was 
last completed and the results. 

•	 an explanation of the major findings and the actions 
management took to share results, alleviate concerns 
and/or problems, and/or ensure that acceptable and 
“popular” procedures and activities were maintained. 

ATTAChMEnTs MusT inCludE:

•	 3 samples of appreciation letters from the tenant or 
public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey 

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described

•	 1 table of contents from the tenant manual (do not 
include the entire manual or photograph collages—only 
single images.)

Maximum of 1,800 words | Total of 11 attachments required 
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ENERGY CONSERVATION  TOTAL OF 20 POINTS

entrants are required to obtain a boma besT® sustainable buildings certification.  
each entrant must provide a copy of the certificate or letter from boma canada attes-
ting certification is valid in the competition year.  

•	 The preventative maintenance program (how these are shared between entities) – 2.5 
points

•	 The energy management plan – 2.5 points

•	 The energy reduction Target – 2.5 points

•	 The indoor air quality monitoring plan – 2.5 points

•	 The occupant service request program – 2.5 points

•	 has the facility(s) conducted an ashrae level 1 energy assessment in the last three (s) 
years? – 2.5 points

•	 building staff/Tenant education on the importance of and methods for energy 
conservation. – 2.5 points

•	 building energy management system (ems) monitoring. – 2.5 points

dEsCRiBE ThE fOllOWinG:

•	 a list of areas for which energy consumption data is available (i.e. all tenants, some 
tenants, interior and exterior common areas) and the type of energy used, (i.e. 
electricity, natural gas, other). 

•	 percentage of occupied gross leasable area you have energy consumption 
data (either through sub-metering or by other means). The data must represent 
consumption from the most recent 12-month period and must not be any older than 
the past 18 months.  

•	 proof that building current energy consumption is being compared with consumption 
from past years and provide conclusions drawn from the analysis over a minimum of 1 
years. 

Maximum of 1,750 words | Up to 2 attachment allowed



cATEGoRY: PUBlIC AssEMBlY BUIldINgs

47

ENVIRONMENTAL, REGULATORY, SUSTAINABILITY & WASTE  TOTAL OF 15 POINTS

describe a minimum of 7 programs of which at least 3 
should be related to environmental and regulatory and 
at least 3 related to sustainability and then describe your 
waste management plan.

EnViROnMEnTAl & REGulATORY – 5 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding.  This may include accessibility for disabled tenants 
and visitors, indoor air quality management and testing, 
storage tank management, generator testing and mana-
gement, hazardous waste management, asbestos ma-
nagement, emergency clean up, blood borne pathogen 
program, pandemic preparedness and tenant environ-
mental management and compliance. 

provide documentation of buildings waste management 
plan, recycling policies and building’s exterior main-
tenance plan, including recaulking, window washing, 
pressure washing, etc., green programs and/or any 
other environmental management programs.

please include any additional environmental and regula-
tory policies and procedures not mentioned above that 
are being followed. 

environmental management plan/ manual; elevator/
escalator/moving walks, freight, lift maintenance 
logs; waste audit reports; waste reduction work plan 
posted; roof anchor plan & inspection; cfc reporting; 
air emissions; Tssa compliance; work plans in place to 
meet new regulations; health & safety procedures (staff, 
contractors); (hot work permits, spill control procedures 
lockout-tagout, roof waivers, contractor management 
program, safe work permit program); record keeping, 
equipment (chemical storage, protective gear; safety 
shower, eyewash station); ghs (globally harmonize 
system) compliance; msds (housekeeping & 
maintenance); employment & human rights law (bill 168 
work plan); accessibility action work plan (wheelchair 
(entryways, washroom, elevators, light switches), 
visually impaired (braille elevator buttons, directories, 
signs suite numbers and names, floor indicators (voice or 
tone), concierge service.

susTAinABiliTY       
5 Of 15 POinTs

describe the policies and procedures in place at the 
building.  This may include storm water management, 
green friendly landscape management, integrated pest 
control management, green cleaning, green purchasing 
policy, exterior building maintenance management plan, 
waste management and recycling, lamp disposal, water 
reduction and management and traffic reduction initia-
tives.   please include any additional sustainable policies 
and procedures not mentioned above that are being fol-
lowed.

when describing these policies and procedures explain 
if they are mandated by local, state and/or federal com-
pliance or other. if these programs are not mandated, ex-
plain the purpose for implementing. 

reduction of environmental footprint; sustainability 
included in owners documentation,, leases, 
construction manuals, construction services; building 
recycling plan list of recycling services made available 
(toners, cartridges, cell phones, batteries, e-waste, 
organic waste), reuse of building materials; cradle 
to grave programs; tenant engagement initiative on 
sustainability.
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ENVIRONMENTAL, REGULATORY, SUSTAINABILITY & WASTE   ( 

WAsTE           
5 Of 15 POinTs

describe your building’s waste reduction work plan     
and source separation program. 

where applicable include:

•	 collection of organic wastepaper, metal cans, glass, plastic containers and 
cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and general public

•	 organizational statement for continuous improvement in reduction and diversion 
of waste streams

•	 address the prevention, diversion, and management of solid waste generated as 
a result of day-to-day activities and infrequent events

•	 attach a pdf copy of your latest waste audit

•	 future plans to increase recycling levels and reduce the waste generated

ATTACh ThE fOllOWinG:

•	 documentation of waste management plan – Toc or other

•	 other documentation of recycling policies, exterior maintenance plan, etc. 
(optional)

•	 sustainable policies – Toc or other (optional)

•	 waste audit (optional)

•	 other

Maximum of 2,250 words 
Total of 1 attachment required 
(up to 5 attachments allowed)
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EMERGENCY PREPAREDNESS 
/ LIFE SAFETY  15 POINTS

NOTE: entrants can use data up to 24 months prior to 
application deadline.  

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster and 
security standards. 

•	 Training for property management and tenants as well as 
recovery procedures. if you work with local first responders 
or officials and conduct live training, explain how this is 
accomplished. 

•	 summary about your business continuity plan and if drills are 
conducted how they are documented and communicated. 

•	 fire and evacuation drills are conducted, how often and when.

ATTACh ThE fOllOWinG:

•	 Table of contents of your emergency preparedness 
and security standards manual(s). 

•	 aed policy or equivalent

•	 written security procedures (Table of contents) 

•	 copy of ada plan (if applicable in your jurisdiction)

•	 reference of access control and surveillance 
systems in the building.  how does the building 
control entry into the building, especially during 
non-business/non-peak hour? explain how the 
building monitors activities in common areas. it is 
not necessary to include an entire policy manual 
on how this is handled.

Maximum of 1,800 words |
Total of 4 attachments required 
(up to 5 attachments allowed)
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TRAINING FOR BUILDING     
PERSONNEL  15 POINTS

NOTE:  entrants can use data up to 24 months prior to application 
deadline. 

dEsCRiBE ThE fOllOWinG:

•	 list of qualifications for building staff (not job descriptions)

•	 on-going training programs for building personnel including 
seminars, in-house training and continuing education completed 
as well as designations, participation in professional organizations 
and team building and how this is managed for all personnel. 
detail prior year and current year training, plus future plans.

•	 management team participation in at least one boma-sponsored 
(local, national or international) event or international affiliate 
sponsored event within the last 12 months (if applicable).

•	 Training for both on-site and off-site building personnel dedicated 
to the property.

•	 list of any management team industry certifications, degrees or 
industry training.

internal training, seminars, courses, webinars, internal website 
as a resource, skill upgrading opportunities for employees; 
internal property management policy & procedures and templates 
available to staff as a resource; non-technical or customer service 
related training such as people skills, conflict resolution; training 
requirements by job function or role. are any site staff currently 
working towards designations, degrees, certifications, applicable 
to their roles; employee assistance program; goals & objective 
program; staff performance reviews, feedback and communication; 
employee retention efforts, staff / team building events, mentoring, 
succession planning, employee recognition program; industry/
internal awards & recognition received by team, site or employee.

ATTACh ThE fOllOWinG:

•	 building specific organization chart of the 
building management team

Maximum of 1,800 words | Total of 1 attachment 
required 

suBMiTTEd COnTEnT:

building registration information and the 
building description may be used in awards 
program materials and with the media. photo-
graphs may be used, with attribution, in awar-
ds program materials, with the media.
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REnOVATEd BuildinGs :

all building(s) must be at least 15 years old, have maintained a minimum of 50% occupancy (physical occupancy) during the 

renovation process for all building(s) and 3 or more projects must be completed in each 
building when submitting multiple buildings.  if entry is a single building, a minimum of 
5 projects are necessary. renovation can encompass: 

•	 Rehabilitation	(the	restoration	of	a	property	to	satisfactory	condition	without	
changing	the	plan,	form,	or	style	of	a	structure);	

•	 Modernization	(taking	corrective	measures	to	bring	a	property	into	conformity	
with	changes	in	style,	whether	exterior	or	interior.	It	requires	replacing	parts	of	
the	structure	or	mechanical	equipment	with	modern	replacements	of	the	same	
kind	but	not	including	capital	additions);	and	

•	 Remodeling	(changing	the	plan,	form	or	style	of	a	structure	to	correct	
functional	or	economic	deficiencies).	

in order to be eligible, a minimum of five of the following work projects must be com-
pleted and the building must enter the Toby program within 5 years following substan-
tial completion of the last renovation projects to be eligible for this category. 

•	 New	roof,	re-roof	or	green	roof
•	 New	boilers/HVAC	/Central	Plant
•	 Cleaning/Painting/New	design	of	existing	building	envelope
•	 New	electrical	system:		HVAC,	Lighting,	mechanical	room	upgrades/updates,	

etc.
•	 New	fire	panel/sprinkler	system	
•	 Modernization	of	elevators	which	can	include	mechanicals,	ADA	compliance	

and	interior	cabs	refurbishment
•	 New	security	systems	can	include	card	access,	cameras,	console,	fire	panel	

etc.
•	 Renovation	of	main	lobby	that	includes	3	or	more	of	the	following	items:		

floors,	walls,	entry	doors,	signage,	security	desk	etc.
•	 Renovation	of	restrooms	that	includes	4	or	more	of	the	following	items:		sinks,	

counter	tops,	toilet,	urinals,	floors,	walls,	lighting,	faucets,	flushometers,	stale	
partitions	etc.		

•	 Installation	of	new	windows
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8. an entrant may choose to enter multiple buildings as a 
single entry only if the buildings are owned by the same 
company, managed by the same company and the 
buildings are managed as a single entity and not within 
a suburban office park. all entries must disclose whether 
their entry is a single building or multiple buildings under 
the building standards section. 

9. for any building that enters the competition at the 
local and regional level that may encounter a change 
in management and/or ownership and wins at the 
international level, the award will be presented to the 
management company/owner at the time of the original 
entry.

10. buildings are required to obtain a boma besT® 

sustainable buildings certification.  each entrant must 
provide a copy of the certificate or letter from boma 
canada attesting certification is valid in the competition 
year.

11. The building must win at the local level to advance to 
the national level and must win at the national level to 
advance to international.   

NEW FOR 2023: 
all buildings competing at the national level must 
be boma 360-designated.

2.  EliGiBiliTY 

1. The building must be a member, or managed by an entity 
that is a member, in good standing with both boma 
québec and boma international in order to compete at 
the local, regional and international levels. specifically, 
all membership fees, and any other debt, must be paid 
prior to entry. 

2. The building may not have won in the same category 
at the international level during the last 5 years (i.e. 
buildings that win in 2022 are not eligible to compete 
until 2027 and awarded in 2028). The building may not 
have won in a different category at the international level 
during the last 3 years (i.e. buildings that win in 2022 
are not eligible to compete until 2025 and awarded in 
2026).

3. The building must be occupied for at least one full 
year from the date of occupancy of the first tenant by 
december 31st, 2022 with a minimum of 12 months of 
building operations.  

4. at least 50% of a building’s space must be used as office 
space to be considered. 

5. all renovated buildings must be at least 50% percent 
occupied during time of renovation (leased occupancy).

6. each building may enter in only one category.  

7. all entrants are required to provide the following:  

provide a copy of the statement of energy performance 
generated from energy sTar® and/or official letter 
from epa or energy sTar® certificate of achievements 
received within the past 24 months.
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The following documentation is mandatory where ap-
plicable and should be made available. on-line versions 
are acceptable but must be available at time of inspec-
tion at the property being inspected.  ease of navigation 
is essential to ensure that judges can easily and readily 
review:

•	 evidence of evacuation drills conducted within past 24 
months. 

NOTE: drills can be silent if applicable.

•	 preventative maintenance manual

•	 sop manual/documentation of standard operating 
procedures

•	 regular financial reports/accounting software used

•	 purchase policies

•	 boma building measurement standard global 
summary sheet as proof of certification (or other pre-
approved certification)

 

3.  On-siTE BuildinG insPECTiOn

building inspections must take place at the local level of 
competition to ensure the entry meets the eligibility re-
quirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a Toby.

The following items may be inspected during the buil-
ding inspection:

•	 entrance/mail lobby

•	 security/life safety

•	 management office

•	 elevators

•	 multi-Tenant corridors

•	 restrooms

•	 stairwells

•	 Typical Tenant 

•	 central plant/engineering office

•	 equipment rooms/service areas

•	 parking facilities (only if owner/agent operated)

•	 landscaping/grounds

•	 refuse removal and loading docks

•	 roof

•	 Tenant amenities
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5.  JudGinG / dATA / dEAdlinEs 

Judging will occur during the months of March and April 2023.

As soon as possible registration

March 30, 2023 deadline for submissions at 5 p.m.

April 1st 
to April 15th, 2023

evaluation of submissions and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 registration, entry fees and formal entry to be 
received.

August 2023 Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
ab (september 26-28, 2022.

January 2023 winners of boma canada 2023 national Toby 
awards may be eligible to advance to the 2024 
international competition if they meet the 
eligibility requirements. winners will be asked to 
submit a secondary registration form to boma 
canada acknowledging their intent to enter the 
international competition.

April 2024 eligible national winners, who have 
acknowledged their intent to continue to 
international competition, will be forwarded 
to boma international by boma canada.  
no further entry fees are payable to boma 
international to have the online entry officially 
considered.  (entrants will be provided 
access to their existing national entry prior to 
international competition.)

April/May 2024 Judging at the international level will be 
arranged by boma international in washington, 
d.c.

June 2024 competition results and awards for the 
international winners will be presented at the 
international awards gala during the 2024 
boma international conference & expo®.

4. EnTRY fEEs

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the gala Evening). 

NOTE: 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than March 30, 
2023 at 5 p.m. 

any delay will result in a five (5) point 
deduction/per day of delay.

all fees are non-refundable.
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6.  uniVERsAl PORTfOliO REQuiREMEnTs 

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb

•	 do not use photograph collages (only single images)

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE : 

descriptive/summary text must be entered in a single document.

identify what an acronym represents at least once in each document.

Text within required supporting documents does not count against 
character limits. 

each section is limited to a specified amount of words. all entrants 
are encouraged to save and review their entries before submitting to 
ensure that all text/content is captured in the entry.
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SECTION 1:  UP TO 5 POINTS

BuildinG OPERATiOns & MAnAGEMEnT    

This section is designed to provide the reader with an overview of the building(s) 
and property. 

dEsCRiBE ThE fOllOWinG:

start with a summary explaining the renovation work completed.  it must in-
clude a description of each project, the date of completion of each project 
and which of the three renovation types were utilized (rehabilitation, moder-
nization and/or remodeling).

•	 any certifications and/or awards that have been achieved that are not 
related to energy sTar®, boma besT, or breeam

•	 occupancy during time of renovations

PROVidE ThE fOllOWinG:

•	 floor plan for your building showing your main lobby as well as two 
additional typical floor plans 

•	 site plan or an aerial photograph. aerial photograph should show the 
building(s) and property/boundary lines. 

•	 copy of any certifications and/or awards that have been achieved that are 
not related to energy sTar ®, boma besT, or breeam 

NOTE : please combine multiple documents into a single attachment if 
necessary.

Maximum of 2,000 words | Total of 3 attachments required    
(up to 5 attachments allowed)

BUILDING 
infORMATiOn 

BuildinG dEsCRiPTiOn 

provide a summary of the physical 
description of the building(s), pro-
perty and location.  

Maximum of 350 words 

COMPETiTiOn PhOTOGRAPhs 

photographs must display buil-
ding features “before and after” 
rehabilitation, modernization 
and/or remodeling. There must 
be one “before” photo for every 
“after” photo of the exact same 
location.

provide the following photo-
graphs of your building(s):

•	 2 exteriors

•	 1 interior (lobby and hallways)

•	 1 standard tenant area

•	 1 central plant or main mechanical 
room (chiller, fire pump or boiler 
room)

•	 2 additional photographs, the 
subject matter of which is the 
entrant’s choice

an additional 12 photographs 
displaying building features “be-
fore and after” renovation is per-
mitted. one “before” photo for 
every “after” photo of the exact 
same location is necessary.  

Total of 9 attachments required   

(up to 19 photographs allowed) 
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SECTION 3 :   UP TO 15 POINTS

TRAininG And EduCATiOn

NOTE : Training for building personnel can be 
conducted virtually via online courses rather than 
by in-house training, classroom training or, staff 
meetings.  participation in boma-sponsored event 
may be virtual, as well.

dEsCRiBE ThE fOllOWinG:

•	 on-going training programs for building personnel 
including seminars, in-house training and continuing 
education completed as well as designations, 
participation in professional organizations and team 
building and how this is managed for all personnel. 
detail prior year and current year training, plus future 
plans.

•	 management team participation in at least one boma-
sponsored (local, regional or international) event or 
international affiliate sponsored event within the last 12 
months (if applicable).

•	 Training for both on-site and off-site building personnel 
dedicated to the property.

•	 list of any management team industry certifications, 
degrees or industry training

Maximum of 1,800 words

SECTION 2:   UP TO 15 POINTS

lifE sAfETY/sECuRiTY/RisK MAnAGEMEnT

NOTE :  due to the impact of the covid-19 
pandemic in 2020, entrants can use data up to 24 
months prior to application deadline.  

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster 
and security standards. 

•	 Training for property management and tenants as well 
as recovery procedures. if you work with local first 
responders and conduct live training, explain how this is 
accomplished. 

•	 explain how the building monitors activities in common 
areas. 

•	 explain how the building controls entry into the 
building, especially during non-business/non-peak 
hour.

•	 summary about your business continuity plan and if 
drills are conducted how they are documented and 
communicated. 

•	 fire and evacuation drills are conducted, how often and 
when.

Maximum of 1,800 words
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SECTION 4 :   UP TO 20 POINTS

EnERGY        

describe your building maintenance procedures and 
how they contribute to energy conservation. This should 
include the following as well as any additional proce-
dures followed (3 of 20 points):

•	  preventative maintenance programs 

•	 system documentation 

•	 equipment and system performance monitoring 

•	 sensor and control calibration 

describe the steps taken to improve the energy perfor-
mance of your building over the last three years. (2 of 20 
points).

describe the energy management system (ems) in place 
in your building and the degree to which you use it to re-
duce the building’s energy consumption. provide mea-
surable results demonstrating reduction in energy and 
improved performance. (5 of 20 points)

Maximum of 1,750 words

EnERGY sTAR ® OR BOMA BEsT®     
PERfORMAnCE RATinG      
– 3-6 Of 20 POinTs

all buildings must benchmark their energy and water 
performance using energy sTar® portfolio manager. 
as such, all entrants must upload a copy of the statement 
of energy performance with data from the past calendar 
year.

entrants will be scored based on their energy sTar 
score as follows:

•	 Score	<	65:				3	points	

•	 score 65-74:  4 points 

•	 score 75-84:  5 points 

•	 Score	>84		:		6	points	

*for multiple buildings, use weighted average by square 
footage

describe any programs in place to educate building 
operations staff, property managers, engineers, leasing 
agents, and other personnel such as tenants about the 
importance of and methods for energy conservation. 
building staff/tenant education can be conducted vir-
tually via online courses rather than by in-house training, 
classroom training, or staff meetings. This may include 
encouraging or requiring participation in the boma 
energy efficiency program, energy sTar® training ses-
sions, boma besT practices, pursuing industry certifica-
tion and professional development programs. (4 of 20 
points)
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SECTION 5:   UP TO 15 POINTS

EnViROnMEnTAl / susTAinABiliTY / hEAlTh & WEllnEss     

dEsCRiBE ThE fOllOWinG:

EnViROnMEnTAl & REGulATORY     
– 4 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding.  This may include accessibility for disabled tenants 
and visitors, indoor air quality management and testing, 
storage tank management, generator testing and mana-
gement, hazardous waste management, asbestos ma-
nagement, emergency clean up, blood borne pathogen 
program, pandemic preparedness and tenant environ-
mental management and compliance. 

describe buildings waste management plan, recycling 
policies and building’s exterior maintenance plan, inclu-
ding re-caulking, window washing, pressure washing, 
etc., green programs and/or any other environmental 
management programs.

please include any additional environmental and regula-
tory policies and procedures not mentioned above that 
are being followed. 

susTAinABiliTY       
– 3 Of 15 POinTs

describe the policies and procedures in place at the 
building. This may include storm water management, 
green friendly landscape management, integrated pest 
control management, green cleaning, green purchasing 
policy, exterior building maintenance management plan, 
waste management and recycling, lamp disposal, water 
reduction and management and traffic reduction initia-
tives.   please include any additional sustainable policies 
and procedures not mentioned above that are being fol-
lowed.

when describing these policies and procedures explain 
if they are mandated by local, state and/or federal com-
pliance or other. if these programs are not mandated, ex-
plain the purpose for implementing.

WAsTE        
– 4 Of 15 POinTs

describe your building’s waste reduction work plan and 
source separation program. 

where applicable include:

•	 collection of organic wastepaper, metal cans, glass, 
plastic containers and cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and 
general public

•	 organizational statement for continuous improvement 
in reduction and diversion of waste streams

•	 address the prevention, diversion, and management of 
solid waste generated as a result of day-to-day activities 
and infrequent events

•	 future plans to increase recycling levels and reduce the 
waste generated
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SECTION 5: 
EnViROnMEnTAl / susTAinABiliTY / hEAlTh & WEllnEss     

hEAlTh & WEllnEss   4 Of 15 POinTs

describe policies management that have been implemented to create 
healthy work environments for employees and tenants and to promote 
sustainable communities.

describe at least three wellness amenities available to one or all the 
stakeholders, such as rest areas, access to outdoor spaces, drinking water 
provisions, walking trails, fitness areas, immunization clinics, access to far-
mers markets, shared gardens, etc. 

describe building features that address the health and wellbeing of the 
stakeholders such as daylight levels, lighting controls, glare controls, user 
comfort controls, smoking policy, acoustic conditions, etc.

describe programs implemented since the outbreak of covid-19 which 
you will keep in place to reduce contagious disease transmissions. exa-
mples include hand hygiene standards, heath promotion signage, in-
fectious disease plan response guidelines, contagious disease outbreak 
preparedness plan, enhanced cleaning, disinfecting and maintenance 
protocol, ppe guidelines, etc. 

Maximum of 3,000 words
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SECTION 6 :        UP TO 30 POINTS

TEnAnT/OCCuPAnT RElATiOns 
And COMMuniTY inVOlVEMEnT     

NOTE : Tenant relations/communications examples 
that occurred within the past 24 months can be refe-
renced in this section.

TEnAnT And OCCuPAnT RElATiOns (15 Of 30 POinTs)

dEsCRiBE ThE fOllOWinG:

Tenant relations efforts and/or programs sponsored by 
building management within the last 24 months. 

The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

Tenant amenities available such as health facilities, child-
care and food service.

a description of how the building’s management team 
communicated with its tenants during covid-19. 

indicate if tenant satisfaction surveys were conducted in-
cluding the frequency and the date the last survey was 
last completed and the results. 

an explanation of the major findings and the actions ma-
nagement took to share results, alleviate concerns and/
or problems, and/or ensure that acceptable and “popu-
lar” procedures and activities were maintained. 

ATTACh ThE fOllOWinG:

•	 3 samples appreciation letters from the tenant or public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey (if applicable)

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described 

•	 1 table of contents from the tenant manual. (do not 
include the entire manual or photograph collages—only 
single images.)

NOTE :  corporate facility – employees are consi-
dered tenants and you may include the table of 
contents of your tenant information manual or guide-
book in addition to the summaries described above. 

COMMuniTY inVOlVEMEnT  (15 Of 30 POinTs)

NOTE :  community impact examples and data that 
occurred within the past 24 months can be refe-
renced in this section.
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dEsCRiBE ThE fOllOWinG:

The building management’s impact on the community. 
for example: jobs provided (as a direct result of the buil-
ding’s existence), amenities to the community or the cor-
porate environment (parks, blood drives, special events, 
etc.), tax impact (provide special assessments for roads, 
sewers, etc.), recognition awards, letters and roads and 
other transportation improvements. if the impact can be 
quantified as additional income for the community or 
charitable event or has some type of savings associated 
with the impact, please describe. when describing the 
current year’s events, please note programs and how 
long they have been in place. 

describe how the building management’s efforts in this 
area have helped make the property a benefit to the local 
community.  only include corporate donations/activities 
if entrant can describe how the onsite management team 
personally participated or how it affected the property. 

describe activity such as participation in advocacy days, 
and/or meetings or correspondence with elected offi-
cials and/or regulatory agencies on matters of industry 
importance. activities must be within past 12 months. 
include date of activity.

describe building-sponsored issues forum or town-hall-
type meetings at the property within the past 12 months 
and at least one (1) planned or unplanned event in coo-
peration with municipal departments, such as police 
department, fire department, special improvement dis-
tricts, and public works.  include date of activity.

NOTE : entrants should focus on amenities made 
available to the community as a result of the property 
and describe amenities open to the public to utilize. 
demonstrate the building management or staff parti-
cipation in community involvement and enrichment. 

ATTACh ThE fOllOWinG (OPTiOnAl):

entrants may also include a maximum of three attach-
ments reflecting the events being described such as pos-
ters, flyers, newsletters and charity acknowledgement 
letters.  

Maximum of 4,000 words     
Total of 13 attachments required -- 4 optional    
TOTAL 17 attachments

suBMiTTEd COnTEnT

building registration information and the building des-
cription may be used in awards program materials and 
with the media. photographs may be used, with attribu-
tion, in awards program materials, and with the media.  

 

SECTION 6 :       
TEnAnT/OCCuPAnT RElATiOns 
And COMMuniTY inVOlVEMEnT    
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1.  CATEGORY dEsCRiPTiOn

RETAil BuildinGs:

a group of retail and other commercial establishments, either 
enclosed or open air, managed by one company.  The entry 
must be managed as a single property, one to multiple levels 
in height with a minimum of 50 percent occupancy.  The an-
chor ratio must be at least 25 percent and the property must 
contain at least one anchor retailer (grocery, fashion, depart-
ment store, etc.). The entry may consist of neighborhood cen-
ters (30,000 – 150,000 sq. ft.), community centers (100,000 
– 400,000 sq. ft.), power centers (250,000 – 600,000 sq. ft.), 
regional shopping centers (400,000 – 800,000 sq. ft.) or su-
per regional shopping centers (800,000 plus sq. ft.). no mini-
mum office area is required.

CATEGORiEs:

•	 Enclosed	Mall	
•	 Under	1	Million	Sq.	Ft.
•	 1	Million	Sq.	Ft.	&	Over
•	 Open	Air/Strip	Mall.

imporTanT noTe for 2022 enTranTs:

There is currently no retail category at the boma international 
level in 2023. as a result, the category is only available locally 
and nationally in canada. entries do not require a boma 360 
designation and must be submitted electronically via dropbox 
link (provided). 

it has been confirmed that the retail category will return for the 
2024 cycle. as a result, 2023 regional retail category winners 
may become eligible to move on to international competition 
in 2024 should their sub-category also become available.

 
2.  EliGiBiliTY 
 

 The building must win at the local level to advance to the 
national level and must win at the national level to advance to 
international. 

all portfolios must have undergone a building inspection and 
scored at least 70% to be eligible to compete. 

The building must be a member, or managed by an entity that 
is a member, in good standing with both their boma local 
association and boma international in order to compete at 
the local, national and/or international levels. specifically, all 
membership fees, and any other debt, must be paid prior to 
entry. 

The building may not have won in the same category at the na-
tional/international level during the last 5 years (i.e. buildings 
that win in 2022 are not eligible to compete until 2027 and 
awarded in 2028). The building may not have won in a diffe-

rent category at the national/international level 
during the last 3 years (i.e. buildings that win in 
2023 are not eligible to compete until 2025 and 
awarded in 2026).

The building must be occupied for at least one full 
year from the date of occupancy of the first tenant 
by December 31st, 2022 with a minimum of 12 
months of building operations.  

all buildings must be at least 50% percent occu-
pied (physical occupancy of leasable space).

each building may enter in only one category.  

entrants are required to obtain a boma besT® 
sustainable buildings certification.  each entrant 
must provide a copy of the certificate or letter 
from boma canada attesting certification is valid 
in the competition year.  

an entrant may choose to enter multiple buil-
dings as a single entry only if the buildings are 
owned by the same company, managed by the 
same company and the buildings are managed 
as a single entity and not within a suburban office 
park. all entries must disclose whether their entry 
is a single building or multiple buildings under the 
building standards section. 

for any building that enters the competition at 
the local and national level that may encounter a 
change in management and/or ownership and 
wins at the international level, the award will be 
presented to the management company/owner 
at the time of the original entry.
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NOTE:  open air retail - in the case where the 
management office is onsite, the judges will visit 
this office, and if not, a comprehensive tour of 
the property with property management will be 
mandatory.

The following documentation is mandatory where ap-
plicable and should be made available. on-line versions 
are acceptable but must be available at time of inspec-
tion at the property being inspected.  ease of navigation 
is essential to ensure that judges can easily and readily 
review:

•	 evidence of evacuation drills conducted within past 12 
months. noTe: drills can be silent if applicable.

•	 preventative maintenance manual

•	 sop manual/documentation of standard operating 
procedures

•	 regular financial reports/accounting software used

•	 purchase policies (basic principles)

•	 boma building measurement standard global 
summary sheet as proof of certification (or other pre-
approved certification)

entrant should receive Toby building inspection verifica-
tion form by their local boma or affiliated international 
affiliate organization.  

 

3.  BuildinG insPECTiOn

building inspections must take place at the local level of 
competition to ensure the entry meets the eligibility re-
quirements and is registered in the correct category. a 
minimum score of 70% must be earned to be eligible to 
compete for a Toby.

The following items may be inspected during the buil-
ding inspection:

•	 Entrance/Mail	Lobby	*
•	 Security/Life	Safety
•	 Management	Office	*
•	 Elevators	*
•	 Multi-Tenant	Corridors	*
•	 Restrooms	*
•	 Stairwells	*
•	 Central	Plant/Engineering	Office
•	 Equipment	Rooms/Service	Areas	*
•	 Parking	facilities	(only	if	Owner/Agent	Operated)
•	 Landscaping/Grounds
•	 Refuse	Removal	and	Loading	Docks
•	 Roof
•	 Tenant	Amenities	*

*   open air retail where applicable
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5.  JudGinG / dATA / dEAdlinEs  

Judging will occur during the months of March and April 2023. 

As soon as possible registration

March 30, 2023 deadline for submissions at 5 p.m.

April 1 
to April 15,2023 

evaluation of submissions and building visits

May 10, 2023 boma québec awards gala at casino de 
montréal

July 15, 2023 national registration, entry fees and formal entry 
to be received by boma canada

August 2023 Judging at the national level will occur.

september 28, 2023 competition results and awards for the national 
winners will be presented during the national 
awards gala during bomex 2023 in edmonton, 
alberta.

January 2023 winners of boma canada 2023 national Toby 
awards may be eligible to advance to the 2024 
international competition if they meet the 
eligibility requirements. winners will be asked to 
submit a secondary registration form to boma 
canada acknowledging their intent to enter the 
international competition.

April 2024 eligible national winners, who have 
acknowledged their intent to continue to 
international competition, will be forwarded 
to boma international by boma canada.  
no further entry fees are payable to boma 
international to have the online entry officially 
considered.  (entrants will be provided 
access to their existing national entry prior to 
international competition.)

April/May 2024 Judging at the international level will be 
arranged by boma international in washington, 
d.c.

June 2024 competition results and awards for the 
international winners will be presented at the 
international awards gala during the 2024 
boma international conference & expo®.

4. EnTRY fEEs

a $1,000.00 entry fee (plus taxes) will be 
paid to boma québec for each submis-
sion entering the competition (included 2 
tickets for the Gala Evening).

NOTE : 

all entry fees must be received prior 
to receiving your password to enter 
your data on the boma québec’s 
website. submissions must be 
entered on the boma québec’s 
website no later than March 30, 
2023 at 5 p.m. 

any delay will result in a five (5) point 
deduction/per day of delay.
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6. GlOBAl PORTfOliO      
    REQuiREMEnTs 

PhOTOGRAPh REQuiREMEnTs 

•	 file Type: hi resolution Jpeg compressed 

•	 maximum file size: 2mb

•	 do not use photograph collages (only single images)

suPPORTinG dOCuMEnT REQuiREMEnTs 

•	 file Type: pdf, doc, docx, rTf, TxT 

•	 maximum file size: 5mb

 

dEsCRiPTiVE/suMMARY TExT REQuiREMEnTs 

•	 maximum word count is specified for each section

NOTE:

descriptive/summary text must be entered in the 
text box provided and may not be submitted as an 
uploaded file. 

identify what an acronym represents at least once in 
each document.

Text within required supporting documents does not 
count against character limits. 

7.  PORTfOliO sPECifiCATiOns

The following information must be provided electronically 
via dropbox link provided. strict adherence to the 
portfolio specifications listed herein is required.    

NOTE:  

each section is limited to a specified amount of 
words.  all entrants are encouraged to save and 
review their entries before submitting to ensure that 
all text/content is captured in the entry.

shaded boxes throughout this document contain 
useful notes and information that may assist you in 
preparation for a local judges’ visit or for completion 
on your online entry.  it is a resource only and is not 
exhaustive.

BuildinG dEsCRiPTiOn – 1 POinT

provide a summary of the physical description of the buil-
ding(s), property and location.  

Maximum of 350 words | No attachments allowed
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BUILDING STANDARDS   3 POINTS

The building(s) standards should be designed to provide 
the reader with an overview of the building(s) and pro-
perty since the judging at the national and international 
levels does not include a physical inspection of the buil-
ding(s) and property. 

PROVidE ThE fOllOWinG:

•	 building name or names if multiple buildings are being 
entered as a single entry

•	 number of floors 

•	 boma certified floor plate square footage

•	 boma certified Total building square footage

•	 boma certified retail area square footage

•	 boma certified office area square footage 

•	 other boma certified area square footage (if 
applicable) 

•	 exterior building description (type of facade, windows, 
roof etc.)

dEsCRiBE EACh Of ThE fOllOWinG:

•	 number of public entrances and their physical 
characteristics *

•	 public area standard finishes

•	 restroom standard finishes *

•	 customer service/concierge facilities 

•	 utility distribution

•	 elevators and/or escalators and/or moving walks, lifts, 
etc. *

•	 hvac distribution system (description of tenant and 
public areas units)

•	 fire life safety systems

•	 loading dock & back of house Tenant receiving areas *

•	 parking

•	 emergency generator/back up power *

•	 signage and wayfinding

•	 multiple uses (where applicable)

•	 certifications and/or awards that have been achieved 
that are not related to energy sTar ®, boma besT, or 
breeam

•	 ceiling height, weight loads, truck/rail access, bay 
areas, design flexibility, and other building standards 
that will help the judges review your entry

* open air retail – where applicable

ATTACh ThE fOllOWinG:

•	 floor plan for your building showing your main lobby as 
well as two additional typical floor plans (attachment #1)

•	 site plan or an aerial photograph. aerial photograph 
should show the building(s) and property/boundary 
lines. (attachment #2)

•	 documentation of boma floor measurement standard–
type used in section of lease where the boma 
floor measurement standard is referenced, or other 
documentation, such as a sample lease document or 
calculations referencing the boma office standard. if 
not using boma standard, please list which standard is 
being used. (attachment #3)

•	 copy of any certifications and/or awards that have been 
achieved that are not related to energy sTar ®, boma 
besT, or breeam (attachment #4)

•	 Toby inspection verification (provided by your local 
boma association) (attachment #5)

NOTE:  please combine multiple documents into a single 
attachment if necessary.

Maximum of 2,000 words 
Total of 5 attachments required

*  buildings that do not earn the maximum 3 points in the 
building standards section may earn one point if they are a 
boma 360 designee.

 COMPETITION PHOTOGRAPHS
1 POINT

provide the following photographs of your building(s): 

•	 1 front exterior of the building(s)

•	 1 rear exterior of the building(s)

•	 1 interior (public areas)

•	 1 example of signage

•	 2 additional photographs, the subject matter of which is 
the entrant’s choice 

No text is required 
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COMMUNITY IMPACT   15 POINTS

NOTE:   entrants can use data that occurred   
within the past 24 months prior to application   
deadline.

dEsCRiBE ThE fOllOWinG:

The building management’s impact on the community. 
for example: jobs provided (as a direct result of the buil-
ding’s existence), amenities to the community or the cor-
porate environment (parks, blood drives, special events, 
etc.), tax impact (provide special assessments for roads, 
sewers, etc.), recognition awards, letters and roads and 
other transportation improvements. if the impact can be 
quantified as additional income for the community or cha-
ritable event or has some type of savings associated with 
the impact, please describe. when describing the current 
year’s events, please note programs and how long they 
have been in place. 

how the building management’s efforts in this area have 
helped make the property a benefit to the local commu-
nity.  only include corporate donations/activities if en-
trant can describe how the onsite management team per-
sonally participated or how it affected the property. 

NOTE: entrants should focus on amenities made available 
to the community as a result of the property and describe 
amenities open to the public to utilize. demonstrate the 
building management or staff participation in community 
involvement and enrichment. 

Maximum of 1,800 words 
Up to 3 attachments allowed

summer students employed, co-op student placements, 
seasonal hires.

community involvement and enrichment (local bia, 
schools, charities, donation drive (toy, clothing, food), 
animal protection, donation of space (vacant area, 
courtyards, lobbies) for community/city events, buskers, 
arts & crafts, farmers markets.

TENANT RELATIONS 
/ COMMUNICATIONS     15 POINTS

NOTE:   entrants can use data that occurred   
within the past 24 months prior to application  
deadline.

dEsCRiBE ThE fOllOWinG:

•	 Tenant relations efforts and/or programs sponsored by 
building management within the last 12 months. 

•	 The building’s work management system for responding 
to tenant maintenance issues, as well as any ongoing 
programs for informing tenants of building operation 
problems. 

•	 Tenant amenities available such as health facilities, 
childcare and food service.

•	  a description of how the building’s management team 
communicated with its tenants during covid-19. 

•	 indicate if tenant satisfaction surveys were conducted 
including the frequency and the date the last survey was 
last completed and the results. 

•	 an explanation of the major findings and the actions 
management took to share results, alleviate concerns 
and/or problems, and/or ensure that acceptable and 
“popular” procedures and activities were maintained. 

ATTACh ThE fOllOWinG:

•	 3 samples of appreciation letters from the tenant or 
public

•	 2 newsletters 

•	 1 copy of tenant/occupant survey 

•	 3 photos on how you fitted your building for covid-19

•	 1 tenant communications piece from the property 
management team

•	 3 photographs reflecting the events being described

•	 1 table of contents from the tenant manual (do not 
include the entire manual or photograph collages—only 
single images.)

Maximum of 1,800 words | Total of 13 attachments required 
– 1 optional – TOTAL 14 attachments



cATEGoRY: rETAIl BUIldINgs

71

successful marketing and branding of a retail 
building create competitive advantage, and 
helps cement loyalty and creates synergies, 
within the community within which it trades. 
retail building retailers and customers are 
now using a multichannel approach to com-
municate, promote and share their shopping 
experiences.

describe all the proactive efforts on the part of 
management working with Tenants to imple-
ment an effective communication strategy for 
the retail building to both position the center 
effectively as well as to improve customer ser-
vice. each entrant may provide up to 3 exa-
mples of marketing and branding campaigns 
and how these were implemented, monitored 
and their effectiveness evaluated. The overall 
shopping experience provided for consumers 
has become an important factor for the on-
going success of the shopping center. There 
should be a continued focus on identifying 
the important needs and expectations of 
shoppers and delivering service levels that go 
above and beyond what is typically offered in 
the marketplace, through active management 
of the retail building environment.

MARKETING, BRANDING AND CUSTOMER EXPERIENCE   TOTAL OF 10 POINTS

JudGEs sCORinG GuidE        
- siTE VisiT:

MARKETinG And BRAndinG - WhERE APPliCABlE     
(5 Of 10 POinTs)

•	 website detailing all stores, facilities and events

•	 ongoing market research to provide frequent consumer feedback 
about brand awareness and image conveyed (last 2 years)

•	 brand maintenance by adopting multi-faceted communication and 
customer contact

•	 methods (i.e., email, facebook, Twitter, lnstagram)

•	 analysis of footfall into the centre and into key stores

•	 social media program/ seasonal events/ customer loyalty programs

CusTOMER ExPERiEnCE - WhERE APPliCABlE     
(5 Of 10 POinTs)

•	 undertake regular research to understand the changing needs of 
your consumers (focus groups, mystery shopping, social media 
monitoring) (last 2 years)

•	 do you have a system which encourages and rewards the 
achievement of superior customer service?

•	 efficient management of foot traffic into the mall and parking 
facilities.

•	 effective zoning of tenant mix offering multiple choices and satisfying 
needs.

•	 does all management staff embrace a service culture and share 
responsibility for customer service?

•	 are the needs of families considered and appropriate facilities 
provided?

•	 is technology available to enhance the shopping experience i.e., 
wifi

•	 industry/community awards or recognition demonstrating superior 
customer shopping experience

Maximum 1800 words 
Maximum 3 attachments allowed
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ENERGY CONSERVATION  TOTAL OF 20 POINTS

entrants are required to obtain a boma besT® sustainable buildings certification.  
each entrant must provide a copy of the certificate or letter from boma canada attes-
ting certification is valid in the competition year.  

BuildinG sTAff / TEnAnT EduCATiOn – 5 Of 20 POinTs

NOTE:  due to the impact of the covid-19 pandemic in 2020, building staff/tenant 
education can be conducted virtually via online courses rather than by in-house 
training, classroom training, or staff meetings.

describe any programs in place to educate building operations staff, property mana-
gers, engineers, leasing agents, and other personnel such as tenants about the im-
portance of and methods for energy conservation. This may include encouraging or 
requiring participation in the boma energy efficiency program, energy sTar® trai-
ning sessions, boma besT practices, pursuing industry certification and professional 
development programs. 

BuildinG OPERATiOns And MAinTEnAnCE – 10 Of 20 POinTs 

describe your building maintenance procedures and how they contribute to energy 
conservation. This should include the following as well as any additional procedures 
followed: 

•	 preventative maintenance programs 

•	 system documentation 

•	 equipment and system performance monitoring 

•	 sensor and control calibration 

describe the steps taken to improve the energy performance of your building over the 
last three years.

BuildinG EMs MOniTORinG – 5 Of 20 POinTs

energy management system (ems) is often underutilized in commercial buildings. 
when fully engaged, they are powerful tools for improving the performance of hvac 
and lighting systems and conserving energy. describe the ems in place in your buil-
ding and the degree to which you use it to reduce the building’s energy consumption.

provide measurable results demonstrating reduction in energy and improved perfor-
mance.  

ATTACh ThE fOllOWinG: 

boma besT® sustainable buildings certificate or letter from boma canada attesting 
certification is valid in the competition year. 

Maximum of 1,750 words | Up to 1 attachment allowed
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ENVIRONMENTAL, REGULATORY, SUSTAINABILITY & WASTE  TOTAL OF 15 POINTS

describe a minimum of 7 programs of which at least 3 
should be related to environmental and regulatory and 
at least 3 related to sustainability and then describe your 
waste management plan.

EnViROnMEnTAl & REGulATORY – 5 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding.  This may include accessibility for disabled tenants 
and visitors, indoor air quality management and testing, 
storage tank management, generator testing and mana-
gement, hazardous waste management, asbestos ma-
nagement, emergency clean up, blood borne pathogen 
program, pandemic preparedness and tenant environ-
mental management and compliance. 

provide documentation of buildings waste management 
plan, recycling policies and building’s exterior mainte-
nance plan, including re-caulking, window washing, 
pressure washing, etc., green programs and/or any 
other environmental management programs. *

please include any additional environmental and regula-
tory policies and procedures not mentioned above that 
are being followed. 

environmental management plan/ manual; elevator/
escalator/moving walks, freight, lift maintenance 
logs; waste audit reports; waste reduction work plan 
posted; roof anchor plan & inspection; cfc reporting; 
air emissions; Tssa compliance; work plans in place to 
meet new regulations; health & safety procedures (staff, 
contractors); (hot work permits, spill control procedures 
lockout-tagout, roof waivers, contractor management 
program, safe work permit program); record keeping, 
equipment (chemical storage, protective gear; safety 
shower, eyewash station); ghs (globally harmonize 
system) compliance; msds (housekeeping & 
maintenance); employment & human rights law (bill 168 
work plan); accessibility action work plan (wheelchair 
(entryways, washroom, elevators, light switches), 
visually impaired (braille elevator buttons, directories, 
signs suite numbers and names, floor indicators (voice or 
tone), concierge service.

susTAinABiliTY       
5 Of 15 POinTs

describe the policies and procedures in place at the buil-
ding. * 

This may include storm water management, green frien-
dly landscape management, integrated pest control 
management, green cleaning, green purchasing poli-
cy, exterior building maintenance management plan, 
waste management and recycling, lamp disposal, water 
reduction and management and traffic reduction initia-
tives.   please include any additional sustainable policies 
and procedures not mentioned above that are being fol-
lowed.

when describing these policies and procedures explain 
if they are mandated by local, state and/or federal com-
pliance or other. if these programs are not mandated, ex-
plain the purpose for implementing. 

reduction of environmental footprint; sustainability 
included in owners documentation,, leases, construction 
manuals, construction services; building recycling 
plan list of recycling services made available (toners, 
cartridges, cell phones, batteries, e-waste, organic 
waste), reuse of building materials; cradle to grave 
programs; tenant engagement initiative on sustainability.

* open air retail – where applicable
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ENVIRONMENTAL, REGULATORY, SUSTAINABILITY & WASTE   ( 

WAsTE           
5 Of 15 POinTs

describe your building’s waste reduction work plan     
and source separation program. 

•	 where applicable include:

•	 collection of organic wastepaper, metal cans, glass, plastic containers and 
cardboard

•	 facilities diversion rate

•	 educational training for occupants, custodians and general public

•	 organizational statement for continuous improvement in reduction and diversion 
of waste streams

•	 address the prevention, diversion, and management of solid waste generated as 
a result of day-to-day activities and infrequent events

•	 attach a pdf copy of your latest waste audit

•	 future plans to increase recycling levels and reduce the waste generated

ATTACh ThE fOllOWinG:

•	 documentation of waste management plan – Toc or other

•	 other documentation of recycling policies, exterior maintenance plan, etc. 
(optional)

•	 sustainable policies – Toc or other (optional)

•	 waste audit (optional)

•	 other

Maximum of 2,250 words 
Total of 1 attachment required 
(up to 5 attachments allowed)



cATEGoRY: rETAIl BUIldINgs
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EMERGENCY PREPAREDNESS 
/ LIFE SAFETY  15 POINTS

for more information about emergency evacuations, please 
refer to boma international’s document preparing for emer-
gency evacuations – 

https://boma.informz.net/boma/data/images/covid%20
19%20preparing%20for%20emergency%20evacuations.pdf	

NOTE: entrants can use data that occurred within the past 24 
months prior to application deadline.

dEsCRiBE ThE fOllOWinG: 

•	 procedures and programs for life safety, fire, disaster and 
security standards. 

•	 Training for property management and tenants as well as 
recovery procedures. if you work with local first responders 
and conduct live training, explain how this is accomplished. 

•	 summary about your business continuity plan and if drills are 
conducted how they are documented and communicated. * 

•	 fire and evacuation drills are conducted, how often and 
when. (open air retail – if not, evidence of policies and 
procedures sent to all tenants within the past 12 months with 
tenant sign-off.)

emergency preparedness plan; (fire, disaster, pandemic, 
etc.); evacuation procedures, Tenant and staff Training drills; 
emergency systems, maintenance, procedures, Training, 
Testing, recording/log books, fire/emergency procedures; 
annual fire & safety systems certificate; monthly fire safety 
inspection sign off; emergency after hour Tenant contact 
procedures; business continuity plan; emergency equipment; 
(aed, oxygen, scba, first aid/trauma kits); communications 
equipment (2 way radios, pa systems, paging, emergency 
notification system).

*  open air retail – where applicable

ATTACh ThE fOllOWinG:

•	 Table of contents of your emergency preparedness 
and security standards manual(s). 

•	 aed policy or equivalent

•	 written security procedures (Table of contents) 

•	 copy of ada plan (if applicable in your jurisdiction)

•	 reference of access control and surveillance 
systems in the building.  how does the building 
control entry into the building, especially during 
non-business/non-peak hour? explain how the 
building monitors activities in common areas. it is 
not necessary to include an entire policy manual 
on how this is handled.

Maximum of 1,800 words |
Total of 4 attachments required 
(up to 5 attachments allowed)



cATEGoRY: rETAIl BUIldINgs
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TRAINING FOR BUILDING     
PERSONNEL  15 POINTS

NOTE:  due to the impact of the covid-19 pandemic in 2020, 
training for building personnel can be conducted virtually via 
online courses rather than by in-house training, classroom training 
or, staff meetings.  participation in boma-sponsored event may be 
virtual, as well.

dEsCRiBE ThE fOllOWinG:

•	 list of qualifications for building staff (not job descriptions)

•	 on-going training programs for building personnel including 
seminars, in-house training and continuing education completed 
as well as designations, participation in professional organizations 
and team building and how this is managed for all personnel. 
detail prior year and current year training, plus future plans.

•	 management team participation in at least one boma-sponsored 
(local, national or international) event or international affiliate 
sponsored event within the last 12 months (if applicable).

•	 Training for both on-site and off-site building personnel dedicated 
to the property.

•	 list of any management team industry certifications, degrees or 
industry training

internal training, seminars, courses, webinars, internal website 
as a resource, skill upgrading opportunities for employees; 
internal property management policy & procedures and templates 
available to staff as a resource; non-technical or customer service 
related training such as people skills, conflict resolution; training 
requirements by job function or role. are any site staff currently 
working towards designations, degrees, certifications, applicable 
to their roles; employee assistance program; goals & objective 
program; staff performance reviews, feedback and communication; 
employee retention efforts, staff / team building events, mentoring, 
succession planning, employee recognition program; industry/
internal awards & recognition received by team, site or employee.

ATTACh ThE fOllOWinG:

building specific organization chart of the 
building management team

Maximum of 1,800 words | Total of 1 attachment 
required 

suBMiTTEd COnTEnT:

building registration information and the 
building description may be used in awards 
program materials and with the media. photo-
graphs may be used, with attribution, in awar-
ds program materials, with the media.
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