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The Local Sustainable Procurement Workbook is designed specifically to assist staff at municipalities and 
Broader Public Sector institutions in Ontario in their work to advance local, sustainable procurement policies 
and practices across the province. This workbook is a compilation of tools and examples from across North 
America selected to provide assistance with all stages of food procurement. The full reference to the original 
source can be found at the end of each tool. In most cases, the workbook items appear in their original for-
mats and Sustain Ontario assumes no credit for the creation of the original documents. The geographic origin 
of each tool is also referenced in the table of contents to acknowledge the contributions from sustainable 
procurement leaders. This workbook is designed to accompany the Local, Sustainable Procurement Guide, 
written by Sustain Ontario, which provides a policy analysis and other tools that may assist municipalities and 
institutions with their procurement processes. 

This workbook is following the three stages of procurement outlined by Megens, Roy, Murray, and Harry 
Cummings and Associates. These three stages - Planning, Implementation, and Evaluation - are explained in 
detail below. The selected tools and examples appear in sequential order based on these procurement stages.

PLANNING

• creating a local, sustainable food procurement strategy
• building and auditing seasonal menus
• forecasting and budgeting

IMPLEMENTATION

• finding and purchasing local food
• working with producers and distributors

EVALUATION

• assessing meals and menus
• conducting a local food audit

INTRODUCTION 
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Steps to Local Food Purchasing

PLANNING
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Adapted from : Conell, C. (2014). Procuring Local Foods for Child Nutrition Programs. Found Online. Original 
source: Kovacs, T. (2012). A School’s Guide to Purchasing Washington Grown Food. Accessible Online.
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Institutional Local Food Program Action Plan 

 Make the decision to develop a local food program 
o Make an institutional commitment to support a 

local food system  
o Identify demand for local products through a 

survey or petition 
 

 Create faculty, staff, and student committee or the 
equivalent at your institution to discuss a local food 
program strategy 

o Define “local” 
o Determine which products are most important 

to buy locally 
o Determine food safety, consistency, quality, 

and quantity concerns you may have  
o Consider food safety and risk management 

concerns section 
o Determine short- and long-term goals 
o Determine what food served at your institution 

is already local 
 

 Determine local food program budget 
o Figure out how food budget will be expanded 

or amended 
 Determine who should be involved in 

the budget process 
 Determine budgetary details like 

acceptable price differential for local 
products 

o Locate potential local, state, and national 
funding opportunities 
 

 Plan your menu to begin incorporating local food 
o Consider seasonality of products 
o Determine quantity of products needed 

 
 Find local food producers or distributors in the area 

considered “local” 
o Contact a local food-related organization in 

your area to see if they have list of local food 
producers or information on upcoming 
networking events to meet local food 
producers 

o Attend local food-related events where local 
food producers may be in attendance like 
networking events, farmer’s markets, or 
producer meetings  

o Find out whether or not there is a local food 
producer cooperative or wholesaler in the area 
that can supply many different local products, 
especially your current food distributor if they 
will work with local food producers 
 
 
 
 
 
 

Local Food Procurement Action Plan

   

25 
 

Institutional Local Food Program Action Plan 

 Make the decision to develop a local food program 
o Make an institutional commitment to support a 

local food system  
o Identify demand for local products through a 

survey or petition 
 

 Create faculty, staff, and student committee or the 
equivalent at your institution to discuss a local food 
program strategy 

o Define “local” 
o Determine which products are most important 

to buy locally 
o Determine food safety, consistency, quality, 

and quantity concerns you may have  
o Consider food safety and risk management 

concerns section 
o Determine short- and long-term goals 
o Determine what food served at your institution 

is already local 
 

 Determine local food program budget 
o Figure out how food budget will be expanded 

or amended 
 Determine who should be involved in 

the budget process 
 Determine budgetary details like 

acceptable price differential for local 
products 

o Locate potential local, state, and national 
funding opportunities 
 

 Plan your menu to begin incorporating local food 
o Consider seasonality of products 
o Determine quantity of products needed 

 
 Find local food producers or distributors in the area 

considered “local” 
o Contact a local food-related organization in 

your area to see if they have list of local food 
producers or information on upcoming 
networking events to meet local food 
producers 

o Attend local food-related events where local 
food producers may be in attendance like 
networking events, farmer’s markets, or 
producer meetings  

o Find out whether or not there is a local food 
producer cooperative or wholesaler in the area 
that can supply many different local products, 
especially your current food distributor if they 
will work with local food producers 
 
 
 
 
 
 



Local Sustainable Food Procurement Workbook 5

   

25 
 

Institutional Local Food Program Action Plan 

 Make the decision to develop a local food program 
o Make an institutional commitment to support a 

local food system  
o Identify demand for local products through a 

survey or petition 
 

 Create faculty, staff, and student committee or the 
equivalent at your institution to discuss a local food 
program strategy 

o Define “local” 
o Determine which products are most important 

to buy locally 
o Determine food safety, consistency, quality, 

and quantity concerns you may have  
o Consider food safety and risk management 

concerns section 
o Determine short- and long-term goals 
o Determine what food served at your institution 

is already local 
 

 Determine local food program budget 
o Figure out how food budget will be expanded 

or amended 
 Determine who should be involved in 

the budget process 
 Determine budgetary details like 

acceptable price differential for local 
products 

o Locate potential local, state, and national 
funding opportunities 
 

 Plan your menu to begin incorporating local food 
o Consider seasonality of products 
o Determine quantity of products needed 

 
 Find local food producers or distributors in the area 

considered “local” 
o Contact a local food-related organization in 

your area to see if they have list of local food 
producers or information on upcoming 
networking events to meet local food 
producers 

o Attend local food-related events where local 
food producers may be in attendance like 
networking events, farmer’s markets, or 
producer meetings  

o Find out whether or not there is a local food 
producer cooperative or wholesaler in the area 
that can supply many different local products, 
especially your current food distributor if they 
will work with local food producers 
 
 
 
 
 
 



Local Sustainable Food Procurement Workbook6

   

26 
 

 Establish a close business relationship with local food 
producers and distributors 

o Discuss all aspects of a potential business 
partnership 

o Have producers provide food samples, tours of 
facility, or copies of certifications 

o If you have an agreement with a contracted 
food distributor, determine if there is a process 
for a producer to become an approved supplier 
 

 Start purchasing small amounts of local food items 
o Negotiate price details 
o Work out packaging details, payment options, 

and delivery schedule with the producer 
o Make a verbal agreement or have the producer 

sign letter of intent or contract, if necessary 
 

 Inform your consumer about local food purchases 
o Inform consumer about the benefits of 

supporting local food systems 

o Advertise the producer’s background, practices, 
and location of where products are raised, 
grown, or processed 
 

 Maintain Relationship with Producer 
o Communication with producers before, during, 

and after growing seasons or the time when 
processing occurs 

o Commit to periodic on-site visits to producers’ 
facilities or review certification documents to 
learn about the products and ensure food 
safety and quality 
 

 Expand local food program as capabilities allow 
o Consider food storage and preservation 

methods 
o Consider educational and curriculum 

opportunities 
o Consider increasing the quantity of local food 

purchased over time 
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Adapted from : Iowa Initiative for Sustainable Communities Project . (2012). Institutional Local Food Program
Action Plan and Guide. Accessible Online. 
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Los Angeles Good Food 
Purchasing Program’s Evaluation Criteria 

Example on next page

Adapted from : Los Angeles Food Policy Council (2012). Good Food Purchasing Guidelines for 
Food Service Institutions. Accessible Online. 
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Example of the Los Angeles Good Food Purchasing Porgram
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Adapted from : Los Angeles Food Policy Council (2014). The Good Food Purchasing Pledge A Case Study 
Evaluation & Year One Progress Update. Accessible Online. 
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your

Getting Started Worksheet



Food Service Type and Volume

Current Budget
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Logistics - ordering, payment, delivery

Why do you want to purchase local food

Adapted from : Guelph Wellington Local Food. (2015). The Road to Local Food: Increasing Local Food in Broader 
Public Sector (BPS) Organizations – Guelph Community Health Centre. Accessible Online. 
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The Local Food Act Definition of Local 1

“local food” means,
  (a)  food produced or harvested in Ontario, including forest or freshwater food, and
  (b)  subject to any limitations in the regulations, food and beverages made in Ontario if they include ingredi-
ents produced or harvested in Ontario; (“aliments locaux”)

Concentric Circle (tiered) Definition of Local 2

It may be practical for local food procurement to be thought of in a concentric circle model (or tiered 
approach) that starts with the municipality, then region, then province, then country. This definition allows 
certain foods to be bought within the relevant scale for that municipality, or season. 

Example of two-tiered approach:
This municipality defines “locally grown products” eligible for this geographic preference at two levels.
These levels are:
1. Grown in ________, _________, or _________ region/county
2. Grown in ______ province

FoodLand Ontario Local Food Definitions

Consumer and industry approved definitions of Ontario food products

Ontario beef
    Ontario beef will be born, raised, slaughtered and further processed in an approved facility in Ontario. 
When there are not enough calves born in Ontario to meet the demand for beef, calves may be sourced 
from within Canada. This beef will be raised, slaughtered and further processed in Ontario. This would return 
more than 80 per cent of the direct costs of production to Ontario’s farmers and economy.

Ontario cheese
    More than 90% of the milk in Ontario cheese is produced on Ontario dairy farms. Up to 10% of the milk 
used for processing in Ontario can be sourced from within Canada. The curds and whey must be produced 
in Ontario from Ontario dairy inputs. Any identified secondary ingredients need to be grown and produced 
in Ontario (e.g. strawberry cream cheese).

Ontario chicken
    Ontario chicken will be hatched from eggs laid in Ontario or from newly hatched chicks which may be 
sourced from within Canada or the United States. These chickens will then be raised, slaughtered and pro-
cessed in Ontario.

Municipality

Region
Province
Country

Local Food Definitions

1. Adapted from : Ontario’s Local Food Act, Bill 36. (2013). Accessible Online.
2.  Adapted from : Conell, C. (2014). Procuring Local Foods for Child Nutrition Programs. Accessible Online. 
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Ontario dairy products (yogurt, sour cream etc. – excludes milk and cheese)
    More than 90% of the milk in Ontario dairy products must be produced on Ontario dairy farms. Up to 
10% of the milk used for processing in Ontario can be sourced from within Canada. Any identified secondary 
ingredients need to be grown and produced in Ontario (e.g. peach yogurt).

Ontario eggs
    Ontario eggs must be laid on egg farms in Ontario. 

Ontario fruit
    Ontario fruit must be grown in Ontario.

Ontario hard wheat flour
    A majority (over 80%) of the final volume of the product must be grown in Ontario and 100% of the 
wheat must be milled in Ontario.

Ontario honey
    100% of the product must be produced, extracted and packaged in Ontario.

Ontario lamb
    Must be born, raised, slaughtered and processed in Ontario.

Ontario maple syrup
    100% of the product must be collected, processed and packaged in Ontario.

Ontario milk
    More than 90% of the milk processed in Ontario is sourced from Ontario dairy farms. Up to 10% of the 
milk used for processing in Ontario can be sourced from within Canada. Any identified secondary ingredients 
need to be grown and produced in Ontario.

Ontario pork
    Must be born, raised, slaughtered and processed in Ontario.

Ontario processed food products
    Ontario processed food products must be made in Ontario from a majority of Ontario ingredients. More 
than 80% of the total direct costs of production must return to Ontario. Primary agricultural ingredients will 
meet the individual Ontario foods definition.
 Example: “Ontario beef and vegetable soup” – the primary ingredients (in this case beef and vegetables), 
would need to meet the individual Ontario food definitions.
Ontario soft wheat flour (cake and pastry flour)
    Due to extensive production of soft wheat in the province, 100% of the Ontario soft wheat needs to be 
grown and milled in Ontario

Ontario turkey
    Ontario turkey will be hatched from eggs laid in Ontario or from newly hatched poults which may be 
sourced from within Canada or the United States. These poults will then be raised, slaughtered and pro-
cessed in Ontario.

Ontario vegetables
    Ontario vegetables must be grown in Ontario.

Adapted from : FoodLand Ontario. Ontario Food Definitions. Accessible Online. 



Vegetables

Ontario Product Chart
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Fruit

Other



Southern Ontario Seasonal Availibility Guide
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Adapted from : Guelph Wellington Local Food. (2015). The Road to Local Food: Increasing Local Food in Broader 
Public Sector (BPS) Organizations – Guelph Community Health Centre. Accessible Online.



Northern Ontario Seasonal Availibility Guide
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Adapted from : Megens, S., Roy, R., Murray, D., & Harry Cummings and Associates. (2014). Institutional Local Food 
Procurement: A field guide for managers and cooks. Accessible Online.  



Fresh Vegetables

Regional

Menu Planning Determining Products Origins
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Fresh Fruits

Regional



Regional

29 
 

Pickles, other       
Mushrooms, canned       
Honey       
Maple Syrup       
Other:  
 

      

Other: 
 

      

Other: 
 

      

Other: 
 

      

Other: 
 

      

Other: 
 

      

Other: 
 

      

 
 
 
 
 
 
 
 
 
 
 

Preserved Fruits and Vegetables, Honey and Maple Syrup

Local Sustainable Food Procurement Workbook24



Local Sustainable Food Procurement Workbook 25

Meat, Poultry and Dairy

Regional

Adapted from : Megens, S., Roy, R., Murray, D., & Harry Cummings and Associates. (2014). Institutional Local Food 
Procurement: A field guide for managers and cooks. Accessible Online.   



Adapted from : Megens, S., Roy, R., Murray, D., & Harry Cummings and Associates. (2014). Institutional Local Food 
Procurement: A field guide for managers and cooks. Accessible Online.

IMPLEMENTATION

Producer - Supplier Questionnaire
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Adapted from : Lapalme, H., Marley, E., & Wylie-Toal B. (2011). Conducting Food Origin Audits: a step-by-step 
guide. Do you know where your food comes from? Accessible Online. 

Letter To Supplier : Request for Food Origins



Letter to Distributor : 
Request for Local Products

Adapted from : Guelph Wellington Local Food. (2015). The Road to Local Food: Increasing Local Food in Broader 
Public Sector (BPS) Organizations – Guelph Community Health Centre. Accessible Online. Original source: Ma-
cLead, M., Scott, J., & Ecology Action Centre. (2007). Local Food Procurement Policies: A Literature Review. Accessi-
ble Online.
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Request For Information : Local Food

1. About you



2. Local sourcing and processing
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RFI to Supply Locally Grown Fresh and Frozen Fruits and Vegetables 
Appendix 2 – Estimated Regional Learning Lab Produce Need 

12 
 

3. Food safety and growing practices 
a. Growing practices 

Do you/your suppliers: 
 

i. Have organic certification 
 ___ yes / ___ no / ___ mixed / ___ not sure 
 

b. Food Safety on the Farm 
 

Do you/your suppliers: 
  
i. Have GAP certification?  ........................ ___ yes / ___ no / ___ mixed/ ___ not sure  
ii. Use additional or alternative standards for food safety on the farm?  If so, 

please describe. (up to 75 words)  
 

c. Processing Facility Certifications 
Do all facilities: 

 
i. Have a HACCP plan?    ..................................................    ___ yes / ___ no / ___ n.a. 
ii. Have organic certification? .......................   ___ yes / ___ no___ mixed___ not sure 

 
d. Packaging and Transportation 

 
For frozen produce,  
i. Can you pack produce in plastic bags inside stable boxes?  

(20 – 30 pound boxes are preferred, smaller 10 lb bags within boxes) 
___ yes / ___ no / ___ n.a. 

ii. Do you use delivery vehicles with temperature controls to maintain the quality 
and temperature of frozen produce while in transit?  

 ___ yes / ___ no / ___ n.a. 
 

For fresh produce,  
iii. Do you use delivery vehicles with temperature controls to maintain the quality 

and temperature of fresh produce while in transit? 
___ yes / ___ no / ___ n.a. 

 
  

3. Food safety and growing practices



RFI to Supply Locally Grown Fresh and Frozen Fruits and Vegetables 
Appendix 2 – Estimated Regional Learning Lab Produce Need 

13 
 

4. Fresh and frozen produce 
 
In the chart below, the columns provide or ask you for the following information: 
a. Item – The type of produce and the specification for cut, size or other 

specification.  All frozen items are requested as individually quick frozen (IQF).   

b. Growing Practices – Whether the produce is grown conventionally or certified 
organic. 

c. When available  – During what periods of time do you anticipate being able to 
provide each item (e.g., Sept 1 – Oct 15)? 

d. Unit size – Standard unit sizes with desired packing specifications. 

e. Grade A - Units Available – What is the total number of Grade A units you can 
provide in the unit size specified during the school year? 

f. Grade A - Price / unit – Given the volume you can provide, what is your 
anticipated Grade A price per unit (e.g., price per 20# box, assuming that you 
would supply a given number of boxes)? 

g. Seconds - Units Available – What is the total number of units of cosmetically 
imperfect seconds (see explanation on p.2 of the RFI) that you can provide in 
the unit size specified during the school year? 

h. Seconds - Price / unit – Given the volume you can provide, what is your 
anticipated seconds price per unit (e.g., price per 20# box, assuming that you 
would supply a given number of boxes)? 

 

4. Fresh and frozen produce

Adapted from : School Food Focus. (2014). Request for Information from farmers, processors, and distributors. 
Accessible Online.
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APPENDIX „F‟ – 
 

SUSTAINABILITY QUESTIONAIRE 
 

 

 

Respond only Yes/No for each question below; 
 

 
If YES for any of these, please include information about it in your proposal. 

 

 

YES/NO 

Does your company utilize sustainable, “green” cleaning products that are thirdparty certified?  

Do you have proven statistics to reduce energy, water, and waste impacts in food operations?  

 

Does your company maintain a clear and comprehensive website with accurate, current information, 
farmtotable programs? 

 

Does your proposal address working with the campus community on collaborative research projects?  

 

Has your company developed an established sustainability food plan and purchasing policy that cover              
issues such as sustainable seafood, food service franchises, ethical and social standards, food donation,              
and toxicity in the environment and in species? 

 

Does your company have a working understanding of existing local farmers and suppliers?  

Is your company open to Humber‟s input and collaboration on potential new procurement avenues?  

Does your company maintain minimum annual levels of local foods procurement?  

Do you current have sustainability purchasing targets?  

 

Does your program offer food and beverage products that meet thirdparty certification for organic, fair 
trade, and sustainable food? 

 

 

Does your company support local cooperatives that have social responsibility policies, where possible?  

 

Have you ever sought partnerships that enable your clients to host local businesses and purchase from 
local and sustainable suppliers? 

 

 

Do your annual reports document achievements in meeting agreed targets including actual percent of              
total cost of sales for local, organic, fair trade, antibiotic and hormone free, seafood certified? Note:                
This information will be required for public reporting purposes. 

 

 
Does your company comply with, and participate in, all present and future Provincial and Campus               
waste management recycling and composting programs? Note: proper source separation of all streams             
includes organics, paper, cardboard, recyclables, metals, and hazardous waste. Failure to not properly             
sort material will result in a waste handling fee payable by the Food Services Supplier. 

 

 

RFP: Example of a Sustainability Questionnaire
This is an example of a sustainability questionnaire to be completed by potential vendors. 

This form is included in Humber College’s request for proposal. 



 

 

Can you demonstrate if asked how your company has a system in place for counting current and future                  
local and sustainably sourced food ingredients? Note: this system should have the ability to generate               
periodic reports on local, sustainable food procurement. 

 

 

Are you in agreement that any individual sustainability initiatives must be approved by Humber prior 
to being discontinued? 

 

 

Does your company provide and collect materials from all catered events that serve beverages or other 
items and deposit in proper bin (organics, paper, recyclables, and waste)? 

 

Does your company offer other waste management programs including, but not limited, to:  

 Prohibiting the use of Styrofoam.  

 Maximizing opportunities to reduce overall packaging.  

  

 

 
 

   Switching to paper “togo” food containers (which are unbleached and contain high levels of 
recycled content) or biodegradable containers at all food service locations. 

 

 Using paper napkins made with high levels of postconsumer recycled content.  

 Participating in annual waste audits.  

 Provide food service area signage that provides information on sustainable food systems?  

 

 

Adapted from : Humber College Request For Proposal. Email correspondence July 21, 2015.
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FORM 6 – FOOD SERVICES PROCUREMENT TRACKING FORM 
 

 

(use percentage based on Provincial, Canadian or Import) 
 

 
Category Where do you 

typically 
purchase this 
item from? 
(Province, # 

miles?) 

Where is your 
2nd likely 

location that 
you purchase 

this item 
from? 

Is the product 
local AND 
community 

based and/or 
third party 
verified? 
[STARS] 

Additional 
Information 

 

Fresh Fruits & 
Vegetables: 

    

Ontario 
Proteins: 

    

Beef     

Pork     

Poultry     

Fish     

Eggs     

Other     

 

Frozen Foods: 
    

Fruits and 
Vegetables 

    

Dairy:     

Liquid     

Cheese     

Other – 
Yogurt etc. 

    

Fair Trade:     

 

RFP: Example of a Procurement Tracking Form
This is an example of a procurement tracking form to be completed by potential vendors. 

This form is included in Humber College’s request for proposal.



 

Coffee     

Chocolate     

Fruits and 
Vegetables 

    

Other     

Sustainable*:     

Fruits and 
Vegetables 

    

Proteins     

Other     

     

     

 

*Could mean certified organic, sustainably grown or caught (pesticide or fertilizerfree; Ocean wise or other seafood certification), hormone or                   
antibioticfree, or otherwise grown or raised using ecological methods of agriculture. This does not mean it necessarily means it is certified, but it does                        
mean the farmer has demonstrated a commitment to produce sustainably. 

  

 

Adapted from : Humber College Request For Proposal. Email correspondence July 21, 2015.
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Sample Forward Contracts

Example 1

As stated in Thunder Bay’s Advanced Local Food Procurement Guide, forward contracts 
can be negotiated through informal or formal procurement between the institution and a 

producer. Although their use is not yet well established with small to medium sized  
producers that support the local marketplace, forward contracts are a way to encourage 
existing distribution partners to enter into contracts and build the local food supply chain.



Orders & Delivery

Adapted from : Megens, S., Roy, R., Murray, D., & Harry Cummings and Associates. (2014). Institutional Local Food 
Procurement: A field guide for managers and cooks. Accessible Online.

Local Sustainable Food Procurement Workbook

Invoice & Payment

38
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Example 2 : Producers and Distributors



Example 3 : State Agencies on Behalf of School
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Adapted from : Conell, C. (2014). Procuring Local Foods for Child Nutrition Programs. Accessible Online. 



EVALUATION

Baseline Tracking and Opportunity Identification
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Adapted from : Public Purse Procurement (3P) Mentorship Program. Tool for Baseline Tracking & Opportunity Iden-
tification. Contact hayley.lapalme@gmail.com for a digital version or to discuss.



 
Appendix F: Product of Ontario Audit Reporting Form 
 

 
Category 

Sub category 

 
Total  

Purchases ($) 

 
Ontario  

Purchases ($) 

Northwestern 
Ontario 

Purchases ($) 
Fruits and 
Vegetables (fresh): 

   

Proteins:    
Beef    
Pork    

Poultry    
Fish    

Other    
Frozen Foods:    

Fruits and 
Vegetables 

   

Proteins    
Entrees    

Desserts    
Other    

Dairy:    
Liquid Milk    

Eggs    
Cheese    

Other    
TOTAL:    

 
 
 

Regional

Adapted from : Megens, S., Roy, R., Murray, D., & Harry Cummings and Associates. (2014). Institutional Local Food 
Procurement: A field guide for managers and cooks. Accessible Online.

Audit Reporting Form
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Adapted from : Lapalme, H., Marley, E., & Wylie-Toal B. (2011). Conducting Food Origin Audits: a step-by-step 
guide. Do you know where your food comes from? Accessible Online. 

Simplified Origin Form
Products from [Manufacturer Name]
Red outlined cells are for the supplier to complete

Bacon

Bacon, Super

Chicken, Breast Strips

Ham Boneless Chopped

Roast Chicken Breast

SKU

676767

989898

434343

232323

121211 2 X 3 kg

2 X 5 kg

3.2 kg

5 kg

5 kg

Unit First 
Ingredient

Item
Characteristics of the Main Ingredient

If from Canada, 
where and how 
much from ON ?

Country 
of Origin

% of Total Prod-
uct by Mass 

(e.g. 50-59%, 60-69%...)

e.g. Hamburger Patty [Researcher section] e.g. Ground 
beef

e.g. 85% or 80-
89% 

(provide number or a 
10% range)

e.g. 
Canada

e.g. 
Brantford 
, 60-69% 

(provide 10% range)

Note : Column can be added to this form to gather information for secondary and tertiary ingredients as 
well. When collecting information for additional ingredients, color code them (e.g. where “Characteristics of 
the Main Ingredient” is green, make “Characteristics of the Second Ingredient” hot pink... or turquoise!)
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Appendix B: Standard Reporting Method in the Origin Database 
 
Use this guide to help researchers consistently report interview findings in the Origin Database.  
Each bolded scenario has a strategy for reporting findings uniformly.   
 
Reporting percentages: 

• Some foods will have multiple origins (from multiple suppliers, or different suppliers at 
different times of the year), and will therefore be report food origins in percentages 

o Example: Apples are from Ontario 90% of the time, USA other 10%; canned 
soup is 50% tomatoes from Ontario, 20% mixed vegetables from USA 

• When reporting, use 10% ranges since numbers are usually estimates (e.g. 50-59%, 60-
69%, 70-79%...) 

 
Reporting ingredients/products with many origins: 

• Where all origins are equal: [Ontario + Quebec] 
• Where origins are not equal, list in decreasing order, with percentages if possible:  

[70% Ontario > 20% California > 10% Chile] 
• If origins are many but uncertain, inquire about origin from the previous year and list 

possible sources in order of decreasing likelihood [likely: Mexico + USA > Chile > 
Ecuador + Global Markets, where the product is equally likely to come from the USA as 
Mexico, but decreasingly likely from Chile, Ecuador, and other sources from the global 
market] 

 
Reporting information for many ingredients in the same product:   

• Use a different row in excel for each ingredient 
• Follow standard reporting methods for individual ingredients 

 
Reporting when the supplier says they don’t know the origin: 

• Ask again!  (see Strategies for Communicating with Suppliers) 
• If unsuccessful, mark as “undisclosed”   

 
Reporting on the status of a SKU: 

• When all requested information is provided, mark as “Reported” 
• When the request is pending, mark as “Follow-Up”  
• When the supplier is unwilling or unable to disclose the origin, mark as “Undisclosed 
• Colour code each of these statuses for quick surveys of progress 

 
Reporting on “local” 

• Use one definition consistently to determine (yes/no) whether to report a product as 
local 

• Or use two columns to capture more detail, e.g. a product meets one stricter definition 
but perhaps not the broader definition (e.g. NO to the Foodland Ontario definition 
but YES to the 75% Ontario definition) 

 
Reporting information that does not fit the parameters of the database 

• Include this information in the notes column 

Adapted from : Lapalme, H., Marley, E., & Wylie-Toal B. (2011). Conducting Food Origin Audits: a step-by-step 
guide. Do you know where your food comes from? Accessible Online. 
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