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“Waste Prevention is Good for your Bottom Line, [image: image2.wmf]the Environment and your Image”

Check the activities your company can do to reduce waste:
COMPUTERS

(  [image: image3.wmf] Use remanufactured laser and inkjet toner cartridges and also recycle them.

(   Save documents to a shared directory for review, rather than printing copies.

(   Eliminate printer lead sheets (blank pages).

(   Proof documents on the computer before printing.

(   Have a draft printer that uses paper already printed on one side.

USE LESS PAPER

(   Consider how many photocopies you really need.

(  [image: image4.wmf] Copy and print double-sided, whenever possible, and ensure new employees are trained to print and copy double sided. 

(   Use scrap paper for notes and drafts.

(   Reformat forms and reports to remove unneeded information.

(   Eliminate unused sheets of multi-part forms when reordering.

(   Require all reports and documents to be double-sided, if possible.

(   Prepare executive summaries for lengthy documents.

FAX MACHINES
(  [image: image5.wmf] Add a program that allows faxing directly from your computer.

(   Use a rubber stamp or stick-on label to convey transmission information.

(   Use paper already printed on one side to receive faxes.

(   Unwanted faxes? Go to: http://www.fcc.gov/cgb/consumerfacts/unwantedfaxes.html 
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FILING
(   Create a central filing system instead of making file copies for everyone.

(   Store documents on microfilm or electronically. Don’t make a paper copy.

(   Reuse file folders and binders by attaching new labels or turning inside out.

[image: image7.wmf]MEMOS AND MAIL
(   Use email and voice mail for interoffice messages.

(   Route or post information on a bulletin board instead of making copies.

(   Use reusable interoffice envelopes.

(   Reduce the amount of unwanted mail you receive; ask senders to remove you

      from their mailing lists.

(   Keep your mailing lists current to avoid duplications.
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PUBLICATIONS
(   Cancel unwanted or duplicate subscriptions, and circulate publications.

EQUIPMENT
(   Purchase copiers and printers that have duplexing capability and train employees how    to use the duplexing features.

(   Rent instead of buying equipment that is used only occasionally.

(  [image: image9.wmf] Repair or refurbish equipment, rather than replacing it. 

(   Buy high quality equipment; it lasts longer and requires fewer repairs.

(   Consider buying remanufactured equipment.

(   Establish a regular maintenance schedule to prolong equipment life.

(   Donate unneeded, useable furniture and equipment to charitable organizations.

REUSE
(   Create a swap program or donate extra supplies.

(  [image: image10.wmf] Use refillable pens, pencils and tape dispensers.

(   Reduce disposables; use reusable cups, dishes and silverware.

(   Use cloth napkins, towels, and tablecloths, instead of paper products.

(   Donate reusable paper to schools and day care centers.

(   Use rechargeable batteries where practical.

PURCHASING, SHIPPING & RECEIVING
(   Take excess foam packing peanuts to a mailing service for reuse.

(  [image: image11.wmf] Have a lined trash can for wet trash in a central area, instead of one at each desk.

(   Request suppliers eliminate excess or oversized packaging.

(   Use shredded paper or cornstarch peanuts for packing.

      Request suppliers to use them also.

(   Buy materials in bulk. Buy only what will be used. 

(   Reuse cardboard boxes for shipping and storage.

(   If you assemble a product, use returnable racks, bins or totes for shipping,

      and ask your suppliers to do the same.

(   Repair and reuse pallets, try reusable slip sheets or reusable plastic pallets.

(   Package your product in recyclable or reusable packaging.

(   Use less toxic cleaning products.
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