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Going Green at the Office?
Thoughts, Tips, and Questions
Is going green a bunch of hooey the liberals and “tree huggers” promote just to suck you into a cause that may or may not have real merit? Is it marketing hype for products that manufacturers know many people are willing to pay a premium for? Or is it just the right thing to do?
I’m not sure any of the above matters. Going green simply means keeping your environmental footprint small. An environmental footprint has lots of different connotations, let’s just say it is the negative impact we as individuals, households, or businesses make on the world. Some say it’s the amount of carbon dioxide generated, the amount of garbage we generate. It is doing your part to take care of the environment that we and our children, grandchildren, great grandchildren live and will live in. This should not be thought of as a political philosophy.  I know lots of liberals and lots of conservatives who care deeply about the environment in which we live, work, and play.

It is simply smart stewardship. I think someone once said, “Spend a dollar here and a dollar there and pretty soon you are talking about real money.” It is the same with the environment. You don’t have to be the proverbial tree hugger you just have to do a little bit in your everyday life to collectively make a big difference. The little efforts of many add up to be a real significant contribution. Did you know the world consumes 2 quarts of oil per person per day? How could your actions reduce some of that consumption? 
Going green is becoming the new norm. Consumers from Gen Xers to Boomers and yes even retirees are willing to make changes in the way they view the environment. Nonetheless, going green has its challenges, e.g., sometimes “greener” products cost more and in the economic times we are experiencing today, the bottom line may be the priority. But, going green doesn’t have to be more expensive. Some green products and services are dramatically less expensive to use and can help make up any cost differential. Buying green will definitely cause you to shop more responsibly and even reduce expenses for your business. Every dollar of cost savings adds a dollar of profit to the bottom line and a great side benefit is that the environment wins too!
Since this is an article about your office going green, let’s look at the simple things you can do to be greener and to leave a smaller carbon footprint.

There are 4 principles that can guide you in going green: reduce pollution, conserve resources, conserve energy, and reduce consumption and waste. Below are some questions you should ask yourself and several tips that can make your business a little bit greener.
TIPS

· Audit your energy usage. You could save up to 30% on utility bills.

· Look for the Energy Star logo when purchasing printers, copiers, faxes, computers and other equipment. These products can use 30% less energy.
· produces a lot of toxic substances. The fewer office machines you have, the smaller your footprint. Use a multifunction product when you can. Malvern Group offers Samsung, Sharp, Toshiba and Xerox multifunction products. Great pricing, great service.
· Did you know that many multifunction products use a tube of toner that can yield 25,000, 30,000 and even up to 60000 copies?  Many printers might require 10 plus cartridges to get that high of a page yield. Over utilized small printers cause more empty cores to go to a landfill. Selecting the correct printer and or multifunction products can reduce your office copying and printing expense substantially by saving money and being greener. Did you know Malvern offers a FREE PRINT ANALYSIS which will help you control costs significantly? If you don’t know your real costs, you can’t reduce them. You will learn to use your equipment very efficiently and SAVE. ( A $200.00 value)
· Buy secondhand office furniture and multifunction products. Did you know many companies lease multifunction equipment? At the end of a 36-42 month lease, you turn them in for new machines. These off-lease machines may only have 50,000 to 200,000 copies on them and typically, have been well- maintained under a service agreement during the lease period. These machines have an expected life of 1,000,000 copies. You can save 60-80% on them. Malvern offers refurbished HP printers and off lease MFP’s from Samsung, Toshiba and Sharp. 
· Utilize the “sleep mode” on your printers, copiers, computer screens, etc. Did you know screen savers are energy wasters, not savers? Set your screen to power off after a short period of time when not in use.

· Recycle your copiers, printers, and computers. Ask your IT person or printer, copier or toner supplier how you can dispose of this equipment safely. Malvern partners with a firm that completely disassembles equipment and recycles the plastics, steel and other parts keeping them out of landfills.
· Use remanufactured toner cartridges. You can save up to 50% without sacrificing quality or yield. They have come a long way since the early days. Look for cartridges manufactured under ISO 9001 standards and have an independent lab certification attesting to yield... Each new toner cartridge can have 2.5 pounds of metal and plastic and it takes about 3 quarts of oil to make a new one. Recycle, save and be much greener using remanufactured products. Over 400 million new cartridges are made each year. You do the math…using a remanufactured toner cartridge is a huge environment and money saver. This is Malvern’s specialty; we’ve recycled over 200,000 toner cartridges. This is the easiest way to go green and save meaningful dollars. We’ve been a provider of remanufactures toner cartridge for over 15 years.
· Put a note at the bottom of your emails asking people not to print it (unless necessary) in respect for the environment.

· Recycle nonsensitive documents.

· Make sure your shredding company recycles the shredded fiber. Every ton of shredded documents that is recycled saves about 17 trees, 6500 gallons of water and 3 cubic feet of landfill. Malvern does document shredding and recycles the shredded fiber which ultimately becomes napkins, paper towels, etc. Ask about how you can benefit from our service!
· Use a sticker on the first page of your fax instead of wasting paper with a cover sheet.

· If you use disposable silverware and plates at work, you can buy compostable table wear and plates.

· Consider using recycled notebooks, file folders, and hanging folders.

· Buy biodegradable pens made from corn that are compostable. Consider pens that are reusable.(ink refills)

· Use a dry eraser white board instead of easel pads unless you need to save the information.

· Update your mailing list routinely to delete out-of-date contacts. Save postage, paper, and fuel.

· Do online invoicing, save paper, fuel, postage.

· Buy local and reduce fossil fuel usage. 

QUESTIONS

· Do lights in your warehouse need to be on all the time?

· Can you use CFL bulbs? They conserve energy. Use name brands for bulbs, off-brands have been having major problems.
· When the office is closed, is the thermostat adjusted in order to save energy use?
· Depending on the season do you need the office to be as cool or warm as it is?
.
· Do you maintain your delivery vehicle and other ones your firm has? Are they kept tuned up, e.g., fuel injectors cleaned and tire pressure checked and maintained? Maintained vehicles have a longer useful life and that can save you money.
· Do you leave your vehicles idling for prolonged periods of time? If so, turn them off if they are going to be in place for more than a few minutes.
· Does your delivery person or dispatcher plan routes efficiently?

· Does the customer really have an emergency need or can a delivery be delayed until the next day when normal deliveries are scheduled for his/her area? Combining deliveries lowers fuel costs and saves resources.
· Reduce excessive printing. Do you really need to print out that email?

· Can you use the duplex print mode, i.e. (double-sided printing)?

· What about using wider margins or smaller print?

· Can you view a document on a computer instead of printing it? Can you save a document to your hard drive for later viewing rather than printing it?
· Can you use 100% recycled paper? If you can’t, what about paper made with 30% post consumer waste? Malvern delivers paper by the case and offers many lines.
· What about a paper made from sugar cane stock and bamboo? Yes you can use a copy paper that is 100% treeless. Better product, same quality, but better for the environment.
· Do you buy the 16 oz. water bottles for the office? What about switching to a 5 gallon bottle with a dispenser?

· Has the office handyman let that leaky flapper in the toilet tank go too long? A leaky flapper is a huge waster of water.
All these tips are simple, can be easily put into practice, and they are cost-effective. The questions should cause you to think about how green your operations are today and how green they could be in the future. But, you need a Green Champion. Who is going to be the Green Champion for your office?

Whoever it is, your Green Champion will need to be patient and take baby steps towards accomplishing your green goal. No business can flip a switch and instantly be green.  Think of going green in your office as a conversion process that takes time. Some businesses will say, “Let’s go green and cost is not much of a factor.” But most businesses want to know first and foremost how much is going green going to cost. Understand that the owner or the accountant is watching the bottom line. Show them real savings and environmental benefits and you will have set the wheels in motion for a sustainable green program.
________________________________________________________________________

Mike Farrell is the President and Owner of Malvern Group Cartridge Services, Inc. www.tampabaytoner.com the business is based in Clearwater, Florida, and has been serving Tampa Bay businesses since 1995. The company is your office partner for copiers, printers, toner consumables, document shredding and more. The business has been helping companies be a little greener through its remanufactured cartridge program, shredding, equipment recycling 
and paper offerings.
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