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10 Tips for Office Ecology 

Friday January 17 2003

Links to 10 Tips

1.
Printing On Both Sides of Paper
2. 
Paper Reuse Trays
3. 
Toner Cartridges
4. 
Reducing Light Use
5. 
“Turn off” Equipment
6.
Pack a Waste Free Lunch
7.
Reduce Styrofoam
8. 
Recycling Cans, Boxes & Paper
9. 
Green Purchases
10. 
Coordinate Purchasing 

	Office Ecology Tips:
	Implementing Initiative:
	Outcomes:

	PAPER CONSERVATION

	1. Printing On Both Sides of Paper

Make double-sided photocopying standard practice.
	File – Print – Properties – Finishing – Document Options – Print on Both Sides 

Print a Copy of these instructions and post above every printer in the office.

Have your administrator set your default to double siding for all printers.


	

	2. Paper Reuse Trays 

Any surplus, non-confidential paper that has only been used on one side can be collected in the tray. This paper can then be used for rough notes or placed in printers or fax machines for rough drafts.


	Label a box “Paper Reuse Tray” along with simple & clear definitions of what is allowed to go in the box and its uses.

Place the box in copy rooms, next to printers & faxes, or in individual offices.


	

	3. Toner Cartridges

Empty toner cartridges are a valuable resource that can be reused over and over again.


	Lyreco is one possible source. They pick up the cartridges when they are used, return them to Lexmark who replaces/repairs cartridges and then they are resold.  They cost about 1/3 of original toners. Recycled color cartridges are also available. You can also contact your current supplier for details.

Toner cartridges usually come with a recycling return label in the box.  Cut out the label and return the used toner by regular mail.


	

	ENERGY CONSERVATION

	4. Requesting that lights be turned off when not in use in areas with individual light switches.

Have the building turn off lights in your office that you don’t need. 
	Switch off lights in empty boardrooms and bathrooms. Stickers by the boardroom light switches reminding everyone of this tip.
Identify areas with good natural light where fluorescent lighting could be turned off.  Contact Eleni to coordinate the request.  (Ensure there is consensus if planning to permanently turn lights off in common areas)


	

	5.  “Turn off” at the end of the day (computers, printers, lights, not faxes)


	Turn Machines Off (Except Faxes)

Evening, weekends even during long meetings.
	

	WASTE MANAGEMENT

	6. Pack a Waste Free Lunch.


	(http://www.globalstewards.org/lunch.htm)

Here are five simple ways to pack a Waste-Free Lunch:


YES 

Reusable carrier (cloth bag, lunchbox)

Reusable container

Thermos or mug for drinks

Cloth napkin to wash and reuse

Silverware to wash and reuse

NO 

NO throwaway bags

NO plastic wrap, foil or Styrofoam

NO single use cartons or cans

NO napkins

NO plastic forks and spoons


	

	7. Stop using Styrofoam cups, plastic stirring sticks and individually wrapped sugar even for external client meetings.
	· Bring mugs from home or buy a set from the coffee fund.

· Remove all Styrofoam cups from boardrooms, etc.

· Provide bowl of sugar or sugar cubes.

· Purchase wooden stir sticks instead of plastic (look like small Popsicle sticks) or provide spoons.

· Let staff know that they are responsible for washing their own cup and cleaning up after their own meeting or designate ‘kitchen duty’ on a rotation basis.

· Post a polite sign that states your no Styrofoam cup policy and clean up policy.

	

	8. Recycling cans, boxes & paper.


	Flatten boxes - they take up less space and make it easier for the recycling team to collect.
Obtain a bin to collect empty drink containers. Designate someone responsible for emptying the bin contents. Funds from recycled cans can be put back into the Office Ecology initiative.


	

	RESPONSIBLE PROCUREMENT

	9. Purchase items that are labeled “made with recycled material”
	Check your ordering catalogue for: 

Green pens

Recycled paper


	

	10. Coordinate purchasing within your work area or floor to reduce emissions when delivering
	Coordinate vendors and delivery dates with other purchasers within your division, service or floor so that the delivery person only has to make one trip per week for five areas, rather than 5 trips for five areas.
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