
Zero Waste Office Guidelines 

Our goal is to reuse items, recycle, rethink, and reduce waste in our everyday lives.  The Zero Waste 

Office Guidelines are for home and office use, and we encourage you to be a green ambassador.  One 

person at a time can impact our worlds future exponentially.  Benefits include greenhouse gas 

reduction, waste reduction, pollution reduction, resource conservation, and energy conservation.   

The following are suggestions for consideration: 

Waste: Suggestions 

Paper/Plastic 

✓ Make sure to recycle all paper and plastic products. 

✓ Explore options to use less wasteful techniques of printing 

(promote using two sides of the paper or go electronic). 

✓ When ordering office supplies choose items that are 

biodegradable, compostable, or that use recycled material. 

✓ Reduce snack waste by using large containers to hold bulk 

food items.   

E-waste/Batteries 
✓ Allow recycling e-waste (which is super toxic if not recycled). 

✓ Allow to recycle batteries. 

Daily waste 

✓ Have separate bins for housekeeping to help easily identify 

recyclables, compostable and waste.   

✓ Have recycling bins in offices to promote recycling.  

Daily operations:  

Electricity use 

✓ Make sure we use A/Cs effectively by setting a run time 

schedule. 

✓ Use motion detectors more to turn off lights when not needed. 

✓ Convert the office to run on renewable energy. 

✓ Use LED lighting and energy-efficient appliances such as 

Energy Star. 

✓ Qualify your location for LEED and Energy Star Certification 

that use performance standards set by EPA.   

Vendors 

✓ Utilize vendors that use recycled components or material. 

✓ Utilize vendors from historically oppressed/radicalized 

communities, women or minority owned or local.   

✓ Reduce transportation needs by combining orders and utilizing 

the vendors entire product services. 

✓ Request all invoices/statements are electronic.  

Compost 
✓ Explore an option to compost  



Food  

✓ Purchase local, organic food to reduce the need of excess 

transportation and pesticides.  

✓ Reduce meat consumption by ordering vegetarian or vegan 

options. 

✓ Be mindful when ordering food for large groups and source 

from sustainable minded businesses.   

✓ Minimize overordering to reduce waste of food. 

✓ Encourage employees to take the extras home. 

Kitchens ✓ Eliminate the need for disposable items such as water bottles, 

cups, plates, and utensils.   

Mail/Packages 

✓ Explore how we can encourage employees to use green 

delivery methods (bikes, ground transportation over air 

shipping). 

Cleaning 
✓ Make sure kitchen appliances aren’t using toxic ingredients 

which pollute the water or employees’ health. 

Office appliances /amenities:  

Water 
✓ Install low-flow plumbing fixtures.   

✓ Install water machine/dispenser with purified water 

Bathroom 
✓ Eliminate paper towel waste and install hand dryers in 

bathrooms. 

Electronics 

✓ TVs that are more energy-saving. 

✓ What brands are the most sustainable from the production 

perspective (materials, supply chain). 

Furniture 

✓ Select environmentally and socially responsible producers and 

disposers of old furniture. 

✓ Find ways to use salvaged furniture or items for office or 

home.   

✓ Repurposed items allow us to eliminate waste and reduce the 

need to manufacture new.   

Transportation  

Business Travel 

✓ Partner with Hotel to offer a corporate rate for all employees 

when traveling emphasizing locations that are close in 

proximity to the office to reduce additional commute. 

✓  Minimize or consolidate corporate traveling whenever 

possible. 

✓ Establish tracking of CO2 footprint in Corporate Traveler 

 



Commuting 

✓ Walk, bike or use public transportation to help reduce our CO2 

footprint.   

✓ Reduce days in office if commuting long distances.   

✓ Where applicable, consider subsidies for Public Transport and 

some regions maintain a Bicycle Commuter Benefits Program.   

Vehicles 

✓ Collaborate with a renewable business to offer employee 

discounts for purchasing green cars.   

✓ For existing corporate vehicles look at converting to hybrid 

and/or electric options. 

✓ Install charging stations available for electric vehicles. 

Advocacy  

Onboarding 

✓ Educate new hire employees on all these concepts from their 

very first orientation.  Encourage the sharing of ideas.  

✓ Swap out New Hire swag bags with Corporate Swag Store  

○ This will help reduce the waste of non used items and 

encourage alternate ways to use our resources.  New 

Hires can choose items they want or donate to the 

environment by planting a tree or donate to a 

corporate approved charity. 

Ongoing 

✓ Create Zero Waste Microsoft Teams Channel for all 

employees to share ideas and successes. 

✓ Offer alternative options to corporate gifts and be mindful of 

the gifts offered and their impact on the environment. 

 

 


