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green business recognition program

TIPS FOR MAKING YOUR OFFICE MORE
ENVIRONMENTALLY FRIENDLY T
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WHY GO “GREEN”?

As chp Knoxville Beautiful states on its website: “Each of us holds an obligation to preserve and protect our environment. Througli our cvcryday choices and actions, we
collcctivcly havea hugc impact on our world. Its rcally a simplc concepe, but one with far rcaching effects” A greener worl(placc canmeana lightcr ccological footprint, ahealthier
and more productivc placc to work, and good news for the bottom line. Green businesses are also attracting more customers and cstablishing long lasting rclationships with those
customers. Going green is good for your business, good for your customers and good for the community.

GETTING STARTED

. Obtain decision-maker (management) buy-in. This step is critical.

2. Establish a committee to discuss ideas, research, make recommendations, and implcmcnt approvcd steps. Ina medium- or largc-sizcd business this committee can also
hclp sprcad the initiatives throughout the dcpartmcnts/ organization

3. Makea presentation to cmploycc population to roll out the program and encourage continuing participation; solicit input for implcmcnting ideas and new initiatives.

INTIAL STEPS

L. Rccyclc (papcr, aluminum, plastic, etc.)
2. Ukilize rccyclcd products when feasible - paper, kitchen supplics (cups, etc.)
3. Conserve energy (consider liaVing an energy study done); evaluare impact of PCs, monitors, copicers, printers, and other cquipment; consider use of motion sensor-
controlled lights, energy-saving liglit bulbs, etc.
1. Use Green Seal products
5. Discouragc littcring, including improper disposal of cigarette butts
6. Provide training to employccs
7. Dcvclop and include a “Green Office” policy inyour Employcc Handbook (making compliancc with the Green Office policics a condition for cmploymcnt)
8. Talk to other businesses that have a “Green Office” policy and cxchange idcas
9 Use the web - many hclpful resources can be found there

10.Join local recycling/energy conservation groups and taskforces

WHAT’S “GREEN SEAL”?

ThC GYCCH Scal isa dcsignation awardcd to products that havc lCSS impact on tl]C environment, lZ)th that also WOrl{ WCll TO carn tl]C Grccn Scal, a PdeU.Ct must mect tl]C GYCCH
Scal cnvironmcntal standard l:()l” tllC catcgoryi

Once astandard has been established, the Green Seal certification body accepts applications from manufacturers. Products are then evaluated for compliancc with the Green
Seal standard. Test data is gatlicrcd for the environmental and pcrformancc requirements outlined in the standard. The manufacturing facility is then visited to evaluate quality

control proccdurcs. This ensures that the current product is representative of future production. The facility is then re-visited on an annual basis.

If the product meets the established standard, it will be awarded the Green Seal. The seal may be used on the product, on pacl(aging, in advcrtising, promotion material, catalogs,
andin product dcscriptions.

CONTACTS & INFORMATION:

Knoxville Recycling Coalition
Traci Black, Office Paper Manager
tracikre@comcast.net

3624 Vandeventer Avenue NW
Knoxville, TN 37919

Ofhce Phone: 865.525.9694
Recycling Hotline: 865.521.9900

See website for additional information: wwwidiscovcrct.org/ rccyclc/ indexhtml

O Largc 95-gallon rollaway bins available on loan (nominal one-time dcposit for cach)

0 95-gallon bags, which are difficult to find, can be purchased from www.plasticbags bz (Phoenix Tape Company)

O Smaller 3()—gallon stationary containers can be purchascd from KRC for $25 cach or loaned for a nominal one-time dcposit

O You purchasc bags for all containers as needed

alf you purchasc your own containers, thcy will providc pick-up service for them

O Containers for under desks and 55 gallon bins (medium-size) can be purchascd from most office supply companies (KRC does not have 55 gallon bins, but the
Chamber finds them to be the most practical size)

O Pick—up service available on a wcckly, bi-wcckly or montlily basis at a nominal fee



Other Recycling GCompanies Include:
IFCO Systems

2829 Texas Ave

Knoxville, TN 37921

865-522-5456

Rock-Tenn Rccyciing
1323 Proctor Street
Knoxville, TN 37917
865-522-6129

PSC Metals, Inc.

822 Richards Street, NW
Knoxville, TN 37921
865-637-4353

Sonoco Recycling
1111 Mitchell Sereet
Knoxville, TN 37917
865-524-0309

SP Recycling Corporation
2810 Hoitt Ave

Knoxville, TN 37917
865-523-6397

Sunburst Papers
1550 Amherst Road
Knoxville, TN 37909
865-558-3034

Waste Management, Inc. of Tennessee
2552 Western Ave

Knoxville, TN 37921

865-525-0529

Keep Knoxville Beautiful

www.discoveret.org/ kccpknox/ indexmainhtm

Physical address: 100 S. Gay Street, Suite 103, Knoxville, TN 37902
Mailing address: 2. O. Box 385, Knoxville, TN 37901

Phone: 865-521-6957

Fax: 865-521-7193

A good resource for obtaining ideas and guidance onstartinga “grcen office” program.

Green Seal Cleaning Products

Check with your janitorial company. It should be able to obtain Green Seal cicaning chemicals and can price them for you.

Thcy may also be able to purchasc the foiiowing items from a wholesaler at a discount on your behalf:

O Energy efficient light bulbs for regular lights and for iights on dimmers

[J EnMotion paper towel dispenscrs and paper towel rolls, reduces usage — (approximatciy $66 cach; paper towel rolls are approximately $53 per case)

[0 Foam soap dispcnscrs (approximately $13 cach) and Green Seal foam soap (produces 5,000 washes per gaiion versus standard 3,000 washers per gaiion of standard
iiquid soap)

Local Suppliers of green products:
American Paper & Twine Company
3211 Henson Rd.

Knoxville, TN 37912

865-330-3800

Kelsan, Inc

5109 National Drive
Knoxville, TN 37914
865-525-7132

ProForms, Inc.

6901 Neal Chase Way
Knoxville, TN 37918
865-922-2433

A&W Supply

10653 Dutchtown Road
Knoxville, TN 37932
865-966-1133

Evans Ofhice Supply
1401 McCalla Ave
Knoxville, TN 37915
865-523-9775



OTHER GREEN OFFICE IDEAS (vendors vary by prcfcrcncc/cost):

O Use 35% recyclable copy paper (100% may not work well in your copier)

O Use 100% recyclable paper for printing letterhead and envelopes

[ Use email, as opposcd to rcgular mail, whenever possiblc

O Utilize teleconferences or web-conferences racher than travcling for face-to-face meetings

O Recycle toner and ink cartridges

0 Motion-activated light switches for kitchens/break rooms, meeting rooms, ctc. (approximatcly $50 cach p]us installation)

0 Motion & sound-activated light switches for restrooms (approximatcly $140 cach plus installation)

O Motion-activated faucets (approximatcly $525-550 cach plus cost of removal of old faucer and installation of new ones) - saves on water usage and maintenance costs
on the faucets themselves

[ Set the default on your copy machine to automatically duplcx to save paper (contact your copier company for instructions)

O Replace Styrofoam coffee cups with coftee mugs or recyclable plastic or paper cups (1,000 for $45.20)

[ Donate, rather than trash, used furniture, cquipment, computers, Ctc.

O Consider having an on-site audit OFyour energy usage pchormcd; request a written rcport/list of reccommendations

O Set PC monitors to turn off automatically (Start/Settings/ Control Panel/Power Options; Power Schemes tab; Turn Off Monitor option and choose length of time
before monitor shuts oft). Simply touch any kcy to turn the monitor back on

O Turn off all computers at the end of cach day

O Update insulation or windows (includes tinting)

O Consider installing commercial ultra low-flow toilets

O Encouragc cmploycc walking, biking, carpooling, public transit or tclccommuting

0O Maintain all equipment and vehicles on a rcgular basis



