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Promoting SUSTAINABILITY
in the workplace is a critical initiative for both 
private and public entities.

The need to minimize our carbon footprint, save 
on operational costs, and maintain a healthier
environment is more pressing than ever before.

This guideline outlines six steps that
businesses can take to promote sustainability 
in the o�ce.



Conducting an energy audit is an essential �rst step
in promoting sustainability in the workplace.
This will help identify areas of energy waste and determine
where energy e�iciency measures can be implemented.
Replacing outdated and ine�icient equipment with
energy-efficient models is a proven way to save
on energy costs and reduce carbon emissions.

Conduct an Energy Audit

Conduct an employee survey to
identify areas of energy waste, such
as leaving equipment on when not

in use.

Hire a professional energy auditor
to conduct a comprehensive

assessment of your o�ice's energy
use.

Analyze your utility bills to identify
areas of high energy consumption.



Switching to eco-friendly office supplies is an e�ective way
to reduce a business's carbon footprint.
This includes using recycled paper, refillable pens,

and non-toxic markers, among others.
By using these products, businesses can contribute to reducing
waste in land�lls, preserving natural resources, and minimizing
the release of harmful chemicals into the environment.

Use Eco-Friendly O�ce Supplies

Educate employees on the 
bene�ts of using eco-friendly 

o�ice supplies.

Provide incentives for employ-
ees who consistently use 

eco-friendly products, such as 
recognition or prizes.

Research and select suppliers 
that o�er eco-friendly 

products.



Businesses should provide adequate recycling bins throughout
the o�ice and encourage employees to recycle.
Partnering with local recycling companies is also a viable option.
Through these e�orts, businesses can help minimize the amount
of waste that goes into land�lls, conserve natural resources,
and contribute to reducing carbon emissions.

Promote Recycling

Educate employees on what can
and cannot be recycled.

Develop and implement
a comprehensive recycling program

that includes clear guidelines and
procedures

Partner with local recycling
companies to ensure that

recyclable materials are properly
processed.



Reducing paper use is an important component of promoting
sustainability in the workplace.
This includes using electronic copies of documents and emails
whenever possible, printing double-sided, and reusing paper that
has only been printed on one side.
These measures can help reduce the number of trees cut down,
minimize land�ll waste, and save on paper supplies.

Cut Down on Paper Use

Use software tools to track 
and analyze paper use,and set 

goals for reduction.

Set up printing stations with 
double-sided printing as the 

default.

Encourage employees to use 
digital documents whenever 

possible, such as email or 
cloud-based storage.



Promoting green commuting is another e�ective way to reduce
a business's carbon footprint.
Encouraging employees to use public transportation, carpool,

and bike to work can help reduce air pollution and tra�ic
congestion.
Incentives such as reserved parking spots for carpoolers and
bike racks for employees who bike to work can also be o�ered.

Encourage Green Commuting

Establish partnerships
with local transportation

companies to provide
employees with alternative

commuting options.

Provide resources for
employees to plan and
coordinate carpools.

O�er incentives for employees 
who use green transportation, 
such as public transportation 

passes or bike-sharing member-
ships.



Creating and implementing sustainable policies is crucial to
making sustainability a core component of a business's operations.
Policies such as turning off lights and unplugging electronics

at the end of the day, among others, can help reduce
energy consumption.
Tracking progress and setting goals can also help ensure that
sustainability is a priority in the workplace.

Implement Sustainable Policies

Establish a sustainability 
team or committee to 

develop and implement 
policies.

Train employees on 
sustainable practices and 

policies.

Set measurable goals and 
track progress towards 

achieving them.



Promoting sustainability in the workplace is a critical 
initiative that requires the collaboration of businesses 
and individuals alike.

By implementing the steps outlined in this guideline, 
businesses can make a positive impact on the                
environment, save on operational costs, and         
demonstrate their commitment to sustainability.


