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It’s dgusmess

Waste Reduction: Make It Your First Priority

WHY?
*Reduce Raw Materia Costs *Reduce Waste Disposal Costs
*Conserve Va uable Resources *Reduce Purchasing Costs
*Enhance Your Image With The Public And Your Employees

OO

HOW?

For Office Areas:

*Make double-sided copies.

*Reuse single-sided pagesfor draftsand note paper.

Egtablishadraft paper tray for laser printersso that single-sided sheetscan bereused interndly.

» Consolidate and reducethe size of officeforms.

* Encourage employeesto communicateviaeectronicmail.

*Reduce the number of copiesneeded by circulating or posting memos.

«Sharereportsand publications.

sUsecentralizedfilesfor hard copies.

*Use outdated | etterhead and formsfor in-house memos.

*Proofread documents on computer screen before printing.

*Avoid disposables. Instead, rechargelaser printers, fax machines, and copiers; reink dot
matrix ribbons; userefillable pensand pencils.

*Reuse supplies, such asfilefolders, envel opes, boxesand containers.

*Usewindow-lessenvel opes.

*When billing customers, use envel opesthat can befolded inside-out and returned to you
with payment.

*Kegpmailing listscurrent.

*Reducejunk mail: removeyour company namefrom mailingslistsby writingto Direct
Marketing Associates, Mail Preference Service, PO. Box 9008, Farmingdale, New
York, NY 11735-9008. Contact the Business Recycling Program (895-3931) for more
waysto reducejunk mail.

*Avoid cover sheetsfor faxes.

sUsearubber stamp especially madefor fax transmittal.
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For Shipping/Receiving Areas:

*Order merchandisewith minimal packaging, in aconcentrated form and/or bulk.

*Ask suppliersto uselesspackaginginfilling your orders.

*Request that deliveriesbe shippedinreturnable containers.

*Return, reuse, and repair wooden palletsand crates.

*Replace cardboard boxeswith durable boxesfor shipping to branch offices, storesand
warehouses.

*Set up asystem for returning cardboard boxes and polystyrene“ peanuts’ to distributorsfor
reuse. Reuse boxesthat cannot bereturned.

*Use shredded newspapers, tissue, and foam padsfromincoming shipmentsasalternatives

to purchasing polystyrene peanut packaging.




