
     EVERY DAY HERO
  TEN THINGS YOU CAN DO TO MAKE YOUR OFFICE GREENER

1. Switch to fluorescent bulbs.  Fluorescent bulbs use between 65%-75% less electricity than   
 standard incandescent bulbs and last up to ten times longer, which can save an immense amount of  
 money in a large office space.  Consuming less electricity also means less greenhouse gas emissions.     
 Visit www.onemillionbulbs.com to learn more about the impact of switching to fluorescent.  

2. Recycle!  Simply sorting recyclable materials such as paper, glass, plastic, and metal can greatly  
 minimize the regular trash your office produces.  

3. Re-use!  Bring a cup or mug from home to re-fill during the day with water and/or coffee, instead of  
 using a disposable cup or a plastic water bottle each time you re-fill.  Approximately 30 million 
 disposable water bottles end up in landfills every day.  If you must use paper cups provided by your  
 office, remember, they can be recycled too!  Most buildings will take paper cups along with recyclable  
 office paper.  

4. Bring Silverware and Plates to Keep at the Office.  Wash and re-use to minimize the use  
 of disposable flatware and plates each day.  

5. Go With Totes.  Instead of using paper or plastic bags to transport lunch or spare shoes to and from  
 work each day, use a canvas tote or shopping bag.  This reduces waste and pollution, as plastic can  
 take 1,000 years to decompose and generates greenhouse gasses when manufactured.  Retailers   
 everywhere now offer re-usable bags for a few dollars or less.  Pick one up and use it often! 

6. Use Sparingly.  Turn off your lights and computer screen when not in your office.   This can also   
 include your hour lunch-break, longer meetings and time away from your desk—these small chunks of  
 time add up over months and years.   
7. Use Both Sides.  If you must print emails and documents, use the double-sided setting, and recycle  
 the documents when finished.  You might even think about making double-sided the default setting for  
 your office, with the option to print one-sided only when necessary.  

8. Go Green!  Plants help filter our air by using CO2 and supplying increased oxygen.  They also help  
 make workspaces healthier to work in and nicer places to be in.  

9. Travel Efficiently.  Walk, bicycle or ride public transportation to work whenever possible (and   
 improve your health at the same time!).  

10. Be Smart with Electronics.  Recycle old computer and electronics equipment by looking out for  
 city-wide collection events or nonprofits that need donations.  In addition, Staples will accept any brand  
 of used computers, monitors, laptops, printers, and faxes for recycling at any of its stores for a $10 per  
 large item fee.  Other manufacturers have a variety of “take-back” programs, and all wireless telephone  
 service providers that sell cell phones in the State of New York must accept them for reuse or recycling at  
 no cost.  For more information on electronics recycling programs and resources visit:     
 http://www.nyc.gov/html/nycwasteless/html/recycling/electronicsrecycling.shtml
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