


Please carefully review the following information before proceeding with your TOBY application.

PROGRAM, CATEGORY, AND COMPETITION INFORMATION

STARTING THE PROCESS

Now it's even easier to ensure your building achieves the ultimate success. Effective 2023, the TOBY
Awards are only given to properties carrying a BOMA 360 distinction (starting at the Regional level) —
the most comprehensive and holistic evaluation of operational and management practices. Now you
have two opportunities to highlight overall excellence for community impact, emergency preparedness,
sustainability, health and wellness, and additional performance metrics for both commercial and
industrial buildings.

Before entering the TOBY competition, applying for the BOMA 360 designation serves as the first step
in ensuring your building has achieved the minimum level of operational best practices. A new universal
recognition platform has been created to simplify the process to help shape high-performance buildings
by providing an opportunity to educate property management professionals, reinforce team-building
relationships, and increase asset value and tenant retention on a global basis.

The BOMA 360 and TOBY applications have been consolidated into BOMA International’'s new
360/TOBY portal where applicants will have access to both applications all in one place. Applicants will
have an opportunity to see areas where they can improve before entering the TOBY competition and
have a stronger application.

Achieve the Recognition Your Building Deserves

Apply for

TOBY

http://recognition.boma.org
« Building SOP Manual Share narratives about how your team
« Preventive Maintenance Task Sheet achieves operational excellence

« EnergyStar Statement of Performance

« Building's Certificate of Insurance

« Refer to instructions for detailed
documentation

STEP 4 ‘

Promote Your

Accomplishment
Check out the
toolkits for
announcing your
achievements

Review BOMA 360 http://recognition.bom.org
& TOBY Criteria & « Q1 Applicant Deadline - April 30
Instructions » Q2 Applicant Deadline - July 31

« Q3 Applicant Deadline - September 30
* Q4 Applicant Deadline - January 15

CATEGORY DESCRIPTIONS — OFFICE

NOTE: All buildings with at least 50% office area are eligible except 1) Life Science which requires
30% lab space and has no minimum office requirement, and 2) Medical which no longer has a
minimum office requirement beginning with the 2024 Awards cycle.

*Total Rentable Area of the building as per BOMA Measurement Standards and/or another pre-
approved standard.



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

LIFE SCIENCE BUILDING(S)

One or more buildings managed by the same management company. The single building and/or
campus must be at least 50% leased and occupied by life science tenants with a minimum of 30% lab
rentable square footage area. Life science tenants shall be defined as those tenants specializing in
chemistry, biochemistry, pharmacology, cell biology, genetics, immunology, microbiology, molecular
biology, and agricultural technology.

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 BUILDING

All buildings must be at least 75% related to medical use. This includes areas for physicians, their
staff, and patient care. Additional uses may include ambulatory surgery centers, clinical labs (such as
catheterization labs), imaging, physical therapy, rehabilitation clinics, prosthetics centers, and
pharmacies. The building can be located on or off a hospital campus or within a research area. Patient
stays must be less than 24 hours (but could occur within any 24-hour period).

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: Suburban Office Parks comprised of low and mid-rise buildings must submit under the Mid-Rise category.

OFFICE BUILDING SQUARE FOOTAGE CATEGORIES
e 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

ELIGIBILITY REQUIREMENTS

Below outlines the requirements for TOBY participation:

1. All buildings competing at the Regional and International level must be BOMA 360-
designated.

2. 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.
NOTE: At-Large entries, entries that are outside the jurisdiction of a local association, must
submit their portfolio directly to their region using BOMA International’s new 360/TOBY
Recognition Portal at https://recognition.booma.org for regional judging and must notify their
regional awards chair of their intention to compete.






Any entry that does not include both a and b will not be eligible to compete at the
International level.

It is no longer a requirement to share your EnergyStar data with BOMA International,
and you do not need to have your Statement of Energy Performance stamped by an
engineer. 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.

Additional Requirements for Non-U.S. Entries:

Canadian 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.

Other International Entrants should contact BOMA International regarding any questions on
energy performance benchmarking requirements.

MANDATORY ON-SITE BUILDING INSPECTION

In-person 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:

1. Entrance/Mail Lobby 9. Life Science: Include 1 or 2 Lab Spaces

2. Security/Life Safety 10. Central Plant/Engineering Office

3. Management Office 11. Equipment Rooms/Service Areas

4. Elevators 12. Roof

5. Multi-Tenant Corridors 13. Parking Facilities (only if Owner/Agent Operated)
6. Restrooms 14. Landscaping/Grounds

7. Stairwells 15. Trash/Refuse Removal and Loading Docks

8. Typical Tenant Suite (if 16. Tenant Amenities

applicable to building category)

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:

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

2. Regular Financial Reports/Accounting Software Used

3. Standard Operating Procedure (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) as provided by a measurement consultant.
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Note: Please combine multiple documents into a single attachment if necessary.

Total of 3 attachments required (Up to 5 attachments allowed)

SECTION 2: LIFE SAFETY/SECURITY/RISK MANAGEMENT

Describe the following:
e Procedures and programs for life safety, fire, and disaster preparedness. Separate for
each section.

0 Include Training for property management, staff, and tenants, for each life
safety policy, as well as recovery procedures. If you work with local first
responders and conduct live training, explain how this is accomplished.
Summarize your business continuity plan and if drills are conducted, how they
are documented and communicated.

e Policies and procedures for security standards
o Include training for security standards for property management, staff, and
tenants.
e Explain how the building monitors activities in common areas.
e Explain how the building controls entry into the building, especially during non-
business/non-peak hour.

Maximum of 1,800 words

SECTION 3: TRAINING AND EDUCATION

NOTE: Training for building personnel can be in person or virtually. Delivery options include
face-to-face, virtual online courses, in-house training, classroom instruction, or staff meetings.
Participation in BOMA-sponsored training (in-person and virtual can also be considered).
Describe the following for EACH team member:

e 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).

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

e List of any management team industry certifications, degrees, or industry training

e Describe team building activities which may include staff meetings, joint education,
BOMA events, other events, etc.

Maximum of 1,800 words

SECTION 4: ENERGY

IMPORTANT: All Entrants from all countries are required to utilize the ENERGY STAR®
Portfolio Manager to measure their current rating in ENERGY STAR® and provide the
Statement of Energy Performance report generated from ENERGY STAR® and/or an
Official Letter from EPA or ENERGY STAR® Certificate of Achievement. Canadian
Entrants must also provide the BOMA BEST certificate or letter.

Describe the following:

A. Benchmarking and Performance Rating
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