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Example: Our company, XXX, is an insurance 
company that offers Quebec consumers a 
variety of products, including home, auto and 
life insurance policies and contracts. The 
company operates five subsidiaries and 20 
branches. Furthermore, our company offers 
exclusive services under other brand company. 

Example: We have identified all departments 
that generated materials targeted by the 
compensation plan. Each department then made 
a list of all documents produced or distributed 
during the reference year. We asked for the 
cooperation of suppliers to determine the 
quantities of printed matter as well as the 
weight of each document. In a number of cases, 
our employees had to weigh some documents. 
We distributed bottles of water and T-shirts 
printed with our logo for a fundraising 
campaign. 

The purpose of the template is to: 
1. Provide relevant information on the company. 
2. Explain the steps taken to calculate the weight of containers, packaging and printed matter 

generated by your products and services. 
3. Provide details and explanations to ensure that your report can be clearly understood when it 

is reviewed. 
 

1. Relevant information on the company 
Begin your methodology by giving a brief description 
of your company and the type of business you 
conduct.  

 Describe your activities, the products 
produced and any divisions in Quebec. 

 Mention any changes that have taken place 
since the last report you filed.  

 Specify if you are a first supplier. 
 Mention if you offer new services such as 

online shopping. 
 Explain significant gaps between the quantities reported this year as compared to those in your 

last report. 
- Sales (%)  or ;  - New products put on the market; 
- Opening or closing of divisions; - Acquisition or sale of brands. 
- Reduction in packaging materials;   

 

2. Explain the steps taken to calculate the weight of containers, 
packaging and printed matter generated by your products and 
services. 
 List all products produced during the reference year. 
 Determine who is responsible for reporting each product (address in Quebec). 
 List the products that are distributed free of charge during special events and promotions. 
 List all containers and packaging used for deliveries, cash and carry orders and take-out foods. 
 Indicate the sources used to prepare your reports, including: 

o Data on weight provided by a manufacturer, 
a supplier or printing services;  
o Weights determined by weighing each 
packaging component of the product; 
o A sample of best selling products in each 
category weighed to determine the average for 
each designated material, with results being 
applied to all products sold in this category;. 
o An estimate of materials tonnage according 
to the percentage of sales in Quebec vs. total 
sales in Canada. 
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Other printed matter: We included all annual documents related to insurance policies as well as the 
insurance policies themselves, statements of account and envelopes. Also included were promotional 
leaflets distributed to consumers and those attached to mailings.  
 
An Excel spreadsheet can be provided upon request. 
 
50,000 insurance policies + leaflets + envelopes X 60 g = 3,000 kg 
265,000 inserts distributed X 27 g = 7,155 kg  
 
Catalogues:  We distribute annual reports and a few corporate brochures. 
5,200 annual reports X 212 g = 1,102 kg 
100,000 brochures x 31 g = 3,100 kg. 
 

3. Details and specifics: 
Details and specifics on your products are necessary to allow an accurate analysis of the information 
provided and to ensure that all your containers, packaging and printed matter have been accounted for. 
 

Détails: 
 Briefly list what you have included in your report. 
 On the Excel worksheet, list the SKU, description, size, brand and supplier if you have a large 

range of products. (A sample is available on ÉEQ’s website). 
 Identify the packaging components of each product, e.g.: bottle, tag, cover, etc.  

Specifics: 
Provide numbers (quantities, $, g or kg, etc.)  : 

 Quantities of each product sold or distributed; 
 Unit weight of each material making up the product’s containers and packaging; 
 Total weight in kg of each designated material for each product; 
 Cost of each product sold if you are using a sectoral calculator. 

 

 
Maintain your data on file for the next few years: in accordance with Article 5.3.4 of the 2007 Schedule of 
Contributions, they may be requested for verification purposes. 
 
 


