
© Office Depot , inc. All rights reserved. This presentation is the property of Office Depot; please do not reproduce or modify without Office Depot’s prior written authorization.�

HOW GOING GREEN CAN SAVE YOU GREEN  
&  

HELP YOU GROW YOUR BUSINESS  

April 20, 2010 
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Resources 

•  External Green Resources 

•  www.greenbiz.com 
•  www.environmentalleader.com 
•  www.treehugger.com 
•  www.newleafpaper.com 
•  www.pizzafusion.com 

•  Office Depot Resources 

•  www.officedepot.com/environment  
•  www.officedepot.com/greeneroffice  
•  www.officedepotgrowgreener.com 
•  www.officedepot.com/greenbook  
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  What is green and shades of green  
  Why go green? 
  How to tap into the growing marketplace of 

green buyers  
  Small business growth and savings by going 

green - Case studies of Small Business Pioneers 
 New Leaf Paper 
 Pizza Fusion 
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WHICH OF THESE BOXES IS GREEN?  

A B 
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WHICH OF THESE BOXES IS GREEN?  

D E C 
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NEW GREEN PERSPECTIVE:
THERE ARE ONLY SHADES OF GREEN

light green mid 
green 

dark 
green 

eco-expectation not green/ 
unknown 
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EXAMPLE: SHADES OF GREEN - COMMUTING 

MID GREEN: 

Public Transit  

LIGHT GREEN:  

Fuel Efficient 
Car 

DARK GREEN:  

Biking or 
Walking 
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EXAMPLE: SHADES OF GREEN - PAPER 

MID GREEN:  

30% Post 
Consumer 
Recycled Paper 

DARK GREEN:  

100% Post Consumer 
Recycled, carbon-
Balanced, Process 
Chlorine Free Paper 

LIGHT GREEN:  

0% Recycled, 
FSC-CERTIFIED 
Paper.  
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EXAMPLE: SHADES OF GREEN – COFFEE CUP 

MID GREEN: 

Compostable cup 
that’s composted 

LIGHT GREEN:  

Recycled cup 

DARK GREEN:  

Reusable cup 
that’s reused 
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A PRODUCT IS GREENER THAN ANOTHER IF CHOOSING IT 
REDUCES ENVIRONMENTAL IMPACTS VS. TYPICAL ALTERNATIVES 

 [1] saves resources…          
[ such as forests or water or land or oil ] 



© Office Depot , inc. All rights reserved. This presentation is the property of Office Depot; please do not reproduce or modify without Office Depot’s prior written authorization.�

and reduces waste   
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 2. saves energy…  

Image courtesy of National Geographic 



© Office Depot , inc. All rights reserved. This presentation is the property of Office Depot; please do not reproduce or modify without Office Depot’s prior written authorization.�

 and reduces air emissions  
[such as carbon dioxide and smog] 
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3. Uses safer chemicals 
[ helping keep workers & communities near factories safer…  
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 …and keeping employees inside workplaces safer ]   
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“GREENER PRODUCTS” HAVE ATTRIBUTES THAT RESULT IN RELATIVELY 
LESS IMPACT ON THE PLANET [THERE IS ALWAYS AN IMPACT, ALL WE CAN 
DO IS REDUCE IT…i.e. THERE IS NO SUCH THING AS ECO-FRIENDLY]   

SAVE RESOURCES SAVE ENERGY / & 
 REDUCE CARBON 

USE SAFER CHEMICALS 
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GREEN CERTIFICATIONS PROVIDE ADDED ASSURANCE OF 
ENVIRONMENTAL CLAIMS AND “SHADE OF GREEN” BUT ARE NOT ALWAYS 
AVAILABLE / CRITICAL TO GREEN PURCHASING 

REDUCED WASTE  
PRESSURE ON RESOURCES 

REDUCED ENERGY & 
 CARBON EMISSIONS 

REDUCED HARSH CHEMICALS 

Multiple Attribute / Lifecycle Certifications 

visit www.ecolabelling.org for nearly 400 more (!) 
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WHY GO GREEN? 
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REASON #1:  YOU MAY PERSONALLY CARE ABOUT CERTAIN 
ENVIRONMENTAL ISSUES = STRONGEST MOTIVATOR 

Packaging 
reduction 

Lighting 
Retrofits 

Clean 
Manufacturing Water Reduction 

Recycled 
Content Fuel Reduction Indoor Air 

Quality 
Technology 
Recycling 
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REASON #3: TO TAP INTO THE GROWING MARKETPLACE 
FOR GREEN PRODUCTS 

By 2020 there will be over 
20 billion square feet of 
green building space.  

That’s the equivalent of 
30+ Manhattans 

Are your products going 
to be in these buildings?  

www.greenbiz.com: Green Building Impact Report  
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Lower 
Initial Cost 

Lower 
Operating 

Cost 

H
igher Initial C

ost 

H
igher Initial C

ost 

Lower 
Re-

purchase 
Cost 

Higher 
Purchase 

Cost 
Price Parity 

Payback Period? 
Save by  
Avoiding 
Waste? 

REASON #2: GOING GREEN CAN SAVE MONEY:  
THE GREEN SAVINGS CONTINUUM 
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SELECTING GREEN INITIATIVES BY FOCUSING  
ON COST REDUCTION 
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Immediate 
Savings 

Savings 
through Lower 

Operating 
Cost 

H
igher Initial C

ost 

H
igher Initial C

ost 

Savings 
through 
Lower 
 Re-

purchase 

Higher  
Cost Items: 
[ Save by 
avoiding 
waste ] 

Same Price 
per Unit 

Examples:  

Remanufactured 
Cartridges 

Refurbished items  

Water bottle alts. 

Many Recycled 
items 

Waste Avoidance 

Examples:  

CFLs / T5 Lights 

Energy-Efficient 
Technology 

Power saving strips 

Hybrid Vehicles 

Astroturf  

Examples:  

Microfiber cloths  

Rechargeable 
Batteries 

Refillable Pens 

Reusable products: 
totes, mugs, plastic 
shipping containers 

Examples:  

Many Green 
Cleaners 
(concentrated) 

Many Recycled 
Products 

Bulk packs 

Greenguard 
Furniture 

Examples:  

Recycled copy 
paper  

Compostable 
dishware 

Organic Food 

Green Power 

EXAMPLE SAVINGS ACROSS PRODUCT CATEGORIES 
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COST SAVINGS THROUGH ENERGY EFFICIENCY 
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YOUR ORGANIZATION’S ECONOMIC AND ENVIRONMENTAL  

Source: Michael Porter 

Economic  
Benefits 

Combined  
Environmental, 
and Economic  

Benefits 

Environmental  
Benefits  

What are our significant environmental impacts? 
What do we care about? 

Where are we spending? 
Where are we wasting? 
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 Assuming $75 price for OEM toner cartridges  
vs. remanufactured at 10% average cost savings*: 

  ~ cost savings for one reman. toner cartridge: $7.50 
  ~ cost savings for 1000 reman. toner cartridges: $7,500 
  ~ cost savings for 10,000 reman. toner cartridges: $75,000 

*Directional cost savings only – actual results will vary. 

SMART GREEN STEP FOR SAVINGS:   
BUY REMANUFACTURED INK AND TONER CARTRIDGES 

  On average, toner cartridges weigh 2.5 lbs., 
and each new toner requires half a gallon of oil 
to make new plastic, therefore compared to 
virgin plastic cartridges estimated. benefits of 
one reman. toner cartridge = 

  2.5 lbs metal and plastic saved from landfill 
  0.5 gallons of oil not required for new plastic 
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SMART GREEN STEP TO BE GREEN AND SAVE GREEN:  
INSTALL POWER STRIPS AND SWITCH THINGS OFF! 

75% OF ENERGY FOR 
HOME AND OFFICE 
ELECTRONICS IS 
CONSUMED BY 
PLUGGED-IN ITEMS THAT 
ARE NOT BEING USED 

Source: US Department of Energy, 
"Home Office and Home Electronics," 15 Jan 2008 

USDA UNPLUGGED 
PROGRAM DELIVERED 
NEARLY $90,000 IN 
ENERGY SAVINGS IN 
JUST ONE MONTH OF 
IMPLEMENTATION IN DC 

Item 711335 Item 899990 
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IF YOU ON AN AVERAGE YOUR STAFF 
DRINK ONLY:  

 3 BOTTLES OF WATER  
 3 CUPS OF COFFEE IN ONE YEAR  

YOUR BUSINESS IS CREATING  
600 WASTE BOTTLES & 
600 WASTE CUPS, PER EMPLOYEE PER 
YEAR!  

If you are paying for these, how much 
are “cheap” disposables costing you 
over the year as a business? 

SMART GREEN STEP TO BE GREEN AND SAVE GREEN: 
BUY REUSABLES ONCE AVOID RE-BUYING DISPOSABLES  

Item 977540 

[ Seek metal or 
BPA-free to be  
Greenest ]  

Item 832072  
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SMART GREEN STEP FOR SAVINGS: SWITCH TO CFL’S 

Source: http://www.energystar.gov/ia/business/bulk_purchasing/bpsavings_calc/CalculatorCFLs.xls 

$7,000 net savings and 70,000lbs of carbon dioxide 
emissions avoided over the life of 100 Compact 
Fluorescent Lights + hassle reduction because you 
won’t need to change burnt bulbs as often 
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SELECTING GREEN INITIATIVES BY FOCUSING  
ON CUSTOMER NEEDS 
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YOUR CUSTOMERS ECONOMIC AND ENVIRONMENTAL 
BENEFITS 

Source: Michael Porter 

Economic  
Benefits 

Combined  
Environmental, 
and Economic  

Benefits 

Environmental  
Benefits  

What are our customers environmental impacts? 
What do they care about? 

Where are they spending? 
Where are they wasting? 
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“Balance environmental issues with primary 
customer needs or be forever relegated to 
the green graveyard.”  

 GreenBiz: Lessons from the Green Graveyard 

REMEMBER A KEY LESSON OF GREEN MARKETING 
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Joe the  

Consumer  

Moderate 

Environmental 

Groups 

Activist  

Organizations 

LCA advocates 
Large  

Private  

Sector Firms 

Global  

Public  

Procurement 

 Bodies 

Product  

Certifiers 

LEED Green  

Builders  

& Operators 

U.S. Federal  

Government  

Customers 

Green is 

What  

Customers 

Focus On 

WHO IS YOUR GREEN CUSTOMER? B2B 
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FEDERAL GOVERNMENT: 95% SUSTAINABLE PURCHASING 

Executive Order 13514: October 2009 
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WWW.USGBC.ORG/LEED/EB 

LEED FOR EXISITING BUILDINGS: 20 BILLION SQ FEET! 
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•  Who is your primary green customer? 
•  Retail consumers 
•  Small & Medium Businesses 
•  Large businesses 
•  Government  
•  Other 

•  Why are they buying green? 
•  To meet green procurement policies? Which ones? 
•  To help them meet wider organizational goals e.g. LEED 
•  To differentiate their organization from competition 
•  To engage employees 
•  To save them money 
•  Because they might as well if all other things are equal 
•  Because they care about specific environmental issues 

•  Where do we find them? 
•  Within our current customer base 
•  Green list purchases 
•  Green events – which ones? Where are they? 
•   Green websites / social media 

•  What do we bring that’s different?  
•  Innovation? 
•  Design? 
•  Unique experience? 
•  Unique solutions e.g. take-back solutions, reporting, free advice? 

MAKE MONEY BY FINDING GREEN CUSTOMERS AND FOCUSING ON THEIR NEEDS 

Initial thoughts 
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Excellent Market Research: www.grailresearch.com/pdf/.../The_Green_Revolution.pdf  
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FOUR MORE EXCELLENT RESOURCES 

www.greenbiz.com www.sustainablelifemedia.com 

www.environmentalleader.com www.treehugger.com 
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SELL GREEN INTERNALLY 
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10 STEP APPROACH TO IMPLEMENTING YOUR  
STRATEGY – NEW GREEN 

1.   Identify your most material environmental impacts
2.   Find ways to save money by reducing impacts
3.   Identify your customers priorities
4.   Define environmental solutions to help meet those priorities

5.   Think about what you want to be able to say in 12 months, 24 
months,    

     36 months 
6.  Create a cross functional green team, involve stakeholders
7.   Plan
8.   Do, Check, Act
9.   Report 
10. Celebrate success �
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RECOGNIZE THAT ALL STEPS MATTER 

All sector’s small steps 

My sector’s small steps 

My organization’s small steps 

My small steps 
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OFFICE DEPOT – GREEN MARKETING EXAMPLES 
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GREEN BOOK, OFFICE DEPOT’S 2200 GREENEST PRODUCTS 

•  2200 items: Green to Dark Green 

•  No “Light Green” items e.g. 
minimum 30% Post Consumer 
Recycled for recycled products 

•  Sixteen Pages of Education and 
Definitions 

•  Also available as an Online Catalog 

www.officedepot.com/greenbook 



© Office Depot , inc. All rights reserved. This presentation is the property of Office Depot; please do not reproduce or modify without Office Depot’s prior written authorization.�

WWW.OFFICEDEPOT.COM/GREENEROFFICE :   
6500 ITEMS FROM LIGHT GREEN TO DARK GREEN 

Includes ~6,500 light green 
to dark green items. 

Including light green items 
such as reusable cups, 

refillable pens and pencils, 
certified non toxic markers, 
and items with just 10% or 

20% post consumer 
recycled content 

WWW.OFFICEDEPOT.COM/ 
YOURGREENEROFFICE        

OR CLICK:   
GREEN OFFICE 

 ON THE BSD HOME PAGE 
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SOCIAL MEDIA, EMPLOYEE TESTIMONIALS, EXISTING MARKETING ASSETS
SOCIAL MEDIA, EMPLOYEE TESTIMONIALS, EXISTING 
MARKETING ASSETS 

WWW.FACEBOOK.COM/OFFICEDEPOT 
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GET MORE GREEN IDEAS SUBMIT YOUR GREEN IDEAS AND GET 
OFFERS: WWW.OFFICEDEPOTGROWGREENER.COM
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Jeff Mendelsohn, Founder & CEO, New leaf Paper 
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Start a paper company… are you crazy? 

Paper is highly commodified, losing market share to cheap imports, huge 
barriers to entry, capital intensive... 
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New Leaf Success and Sustainability 

$0 to $29 million in ten years with no outside financing. 

Built strong authentic brand with <1% of sales marketing budget. 

New Leaf Champions and Great Customers 

Product Innovation and Partnership 
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Our mission is to inspire ~ through our success ~  
a fundamental shift toward sustainability in the paper industry. 

© 2008 New Leaf Paper.  All rights reserved. New Leaf Paper  www.newleafpaper.com  888-989-5323 

Founded in 1998 – Mission driven business. Triple bottom line. 

Sustainability drives company value proposition – Informs all 
aspects of the business: strategy, product design, marketing, etc. 

Think & Smile – Brand strategy. 

Innovation – Market leading product innovation, create new 
markets. 
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Strategic Advantage of Sustainability 

Shared vision and common goals 
Arm’s length to arm-in-arm relationships. 
Brand Value & Better Value Proposition. 
Customers & media make our story their story. 
Commitment 
Customers, employees, and champions. 
Innovation and Market Share  
Best minds, best new products, most efficient model. 
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•  Before New Leaf Paper launched New Leaf EcoBook 100 in 2001, there were no book 
papers made with higher than 30% post-consumer recycled content, and many book 
papers were made with fiber sourced from endangered forests.  New Leaf Paper 
partnered with publishers, environmental nonprofits, book printers, and our mill 
partner to create the first 100% post-consumer recycled book paper in the world, 
EcoBook100. 

•  Within two years, the Canadian Harry Potter books were printed on New Leaf 
EcoBook100, the largest single book printing in Canada in 2003.  This catalyzed a 
movement in the publishing industry to use environmentally responsible paper. 
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New Leaf and Office Depot 



© Office Depot , inc. All rights reserved. This presentation is the property of Office Depot; please do not reproduce or modify without Office Depot’s prior written authorization.�

Saving The Earth, One Pizza at a Time 

How going green can save you green & help you grow your business 
Tuesday April 20th, 2010  
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Saving The Earth, One Pizza at a Time 

• Green Mission built into DNA of 
company since it’s inception in 2006 

• Holistic approach to a typically wasteful 
industry 

• Room for change = Opportunity 

•  18 Units opened, 6 states.  

•  International Expansion 

Vaughan Lazar 
Co-Founder 
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Front to the Back 

Greenovation:  
•  Organic & Natural foods 

•  All stores built to LEED certification 
standards 

•  Hybrid delivery cars 

•  Recycled glass countertops 

•  Water & Energy Savings 

•  CFL & LED lighting 

•  Heat Exchanger 

•  Natural Lighting 

•  Recycled bluejean insulation 

•  Low-Flow toilets & sinks 

•  All printing on 100% post-consumer/
recycled 

•  Green Office environment 

Holistic 
Approach 
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Green Growth 

•  Single Unit sales up in a down 
economy 

•  Fastest Growing Fast Casual 
Concept 

• Media Exposure 
•  50% Water Savings 
•  20% - 60% Electricity Savings 
• Consumer Halo Effect 
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Thank you for 
your 

participation! 



7: Document for Re-Audit $ Costs of 
Selected Steps 

$ Benefits of 
Selected Steps 

Est. Payback 
Period

Estimated 
Return on 
Investment

Use Calculators in Resources to 
Quantify Environmental Costs & 
Benefits

0 0 0 0 0 0 ↓  ↓  ↓  ↓  ↓  ↓  ↓  ↓  ↓  ↓  ↓  ↓ 100 41 45 95 32 79 79 0 0 0 0 0

# Why/Buy/ 
Be/Sell/
Tell Green.

REVIEW RECOMMENDED STEPS & CHOOSE BY LEVEL OF EFFORT/GREEN-NESS:
S = Starting: steps to help start your greener office program
D =  Developing: steps to further develop your greener office program
L = Leading: steps to implement a leadership greener office program

S
D
L

Done Part Done Not 
Done

Not 
Known

Not 
Applicable 
[State why]

Comments Mark X 
if New 
Step 

Planned

DEFINE NEW ACTIONS
to recommend / implement in the 
building in the next 12 months

Step 
Owner 
Initials

Target 
Done 
Date 
(<1yr)

DOCUMENT ACTION: 
owner to document actions taken to 
prove completion by re-audit

Re-audit: 
Mark X if 
done

Bold = In Separate document available to 
Office Depot Customers in Q3 2010. 
Underlined = Live Link to Resource. 
Italics = Resources in development. 

Link to Responsible Purchasing 
Network (RPN) Resources / Assets

May 
Save 

Money
?

Feasible 
for SMBs?

PR 
Opport-
unity?

Implementing 
may support this 
LEED EB Credit 
[No guarantee]

Potential LEED EB-O&M Credit 
Name

For specific 
steps calculate 
costs to 
implement

For specific 
steps calculate 
benefits over 12 
months

Simple Payback 
(Months)

Simple ROI (%) For specific steps where eco-
calculators exist; calculate and state 
main environmental benefits
[Use Calculators in Resources]

1 Why Green? 
[Set Foundation]

Create an in-house green team" to oversee your greener office activities S How to set up a green team Y Y Y

2 Why Green? 
[Set Foundation]

Identify the most significant environmental impacts of your office, and define your focus 
areas 

S Common environmental Impacts of offices, 
and choosing your focus

Y

3 Why Green? 
[Set Foundation]

Calculate the financial of the costs operating your office including: energy costs, waste 
costs, recycling costs and revenues and purchasing costs

S Example financial dashboard of office-
related expenses

RPN: Green Purchasing Calculators Y

4 Why Green? 
[Set Foundation]

Write a basic green purchasing policy covering at least office supplies, furniture and 
technology 

S  Sample Green Purchasing Policies RPN: Green Purchasing Policies Y Y MR Prereq 1 Sustainable Purchasing Policy

5 Why Green? 
[Set Foundation]

Write a green cleaning policy covering all cleaning supplies purchased S Sample Green Cleaning Policy RPN: Green Cleaning Policies Y Y IAQ Prereq 3 Green Cleaning Policy

6 Why Green? 
[Set Foundation]

Write a solid waste reduction policy, focused on your high-volume office wastes S Sample Solid Waste Reduction Policy Y Y MR Prereq 2 Solid Waste Management Policy

7 Why Green? 
[Set Foundation]

Conduct a basic waste stream audit to better understand the type and volume of items you 
are recycling and sending to landfill

D Simple office waste stream audit checklist Y MR Credit 6 Solid Waste Management - 
Waste Stream Audit

8 Why Green? 
[Set Foundation]

Conduct a basic energy audit to better understand energy use and opportunities for energy 
reduction in your office

D Simple office energy audit checklist Y EA Credit 2.1 Existing Building Commissioning - 
Investigation and Analysis

9 Why Green? 
[Set Foundation]

Download the US Green Building Council's LEED for Existing Buildings: Operations and 
Maintenance/LEED 2009 Reference Guide and consider Registering

D USGBC LEED for Existing Buildings Overview 
page

10 Why Green? 
[Set Foundation]

Download ISO14001 Guidelines for Environmental Management Systems, and consider 
registering

D ISO14001 Overview

11 Why Green? 
[Set Foundation]

Calculate the "carbon footprint" of your office electricity D How to calculate your carbon footprint - step by step 
process for low emitters

RPN: Green Power Calculators Y Y EA Credit 6 Emissions Reduction Reporting

12 Why Green? 
[Set Foundation]

Select Environmental Key Performance Indicators to track your Greener Office Program [Or 
add Greener Office sub-indicators to any existing metrics)

L Example office-related environmental KPIs Y

13 Why Green? 
[Set Foundation]

Develop an Environmental Management System (excel-based or software) that tracks key 
performance indicators against all aspects of your greener office program

L Example office-related environmental KPI 
dashboard

Y

14 Why Green? 
[Set Foundation]

Register for US Green Building Council's LEED for Existing Buildings: Operations & 
Maintenance program, and start pursuing implementation

L USGBC LEED for Existing Buildings Overview 
page

Y

15 Why Green? 
[Set Foundation]

Create an ISO14001 Project Implementation team and start moving towards Certification L ISO14001 Certification Information Y

16 Buy Green: Paper Use minimum 30% Post Consumer Recycled as a default paper for standard black & white 
printing and copying

S 30% Recycled Content Papers RPN Responsible Purchasing Guide 
for Paper

Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

17 Buy Green: Recycling 
Solutions

Buy recycling solutions - bins, bags or boxes for all high volume office wastes. Seek items 
that contain recycled content themselves.

S  Recycling Solutions Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

18 Buy Green: 
Technology

Buy Energy Star labelled electronics and appliances for at least 40% of total expenditure on 
electronics and appliances

S  Energy Star Technology RPN Responsible Purchasing Guide 
for Office Electronics

Y Y MR Credit 2.1 Sustainable Purchasing - Durable 
Goods, electric

19 Buy Green: 
Technology

Buy LCD Panels for at least 40% of total expenditure on monitors S  LCD Panels RPN Responsible Purchasing Guide 
for Computers

Y Y MR Credit 2.1 Sustainable Purchasing - Durable 
Goods, electric

20 Buy Green: Paper Ensure at least 80% copy paper (virgin paper or virgin % of recycled) is from certified 
forests e.g. FSC, SFI, CSA, PEFC, ATF

D About Forest Certification RPN: Paper Standards Comparison 
Chart

Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

21 Buy Green: Toner Purchase Remanufactured Ink & Toner cartridges for at least 40% of total expenditure on 
Ink & Toner cartridges used

D Remanufactured cartridges RPN Responsible Purchasing Guide 
for Toner Cartridges

Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

22 Buy Green: Writing Purchase refillable writing instruments and make refills conveniently available for quick 
replacement by office employees

D Pen Refills Y Y

23 Buy Green: Batteries Buy rechargeable batteries instead of alkaline for at least 40% of spend on batteries, place 
rechargers in central locations

D  Rechargeable batteries Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

24 Buy Green: Supplies Select environmentally preferable options for high volume office supplies such as file 
folders, letter pads and envelopes (Choose Private Brand to save Money)

D Your Greener Office Website Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

25 Buy Green: Power 
Strips

Buy power-saving Power-Strips for all employees D  Power-Saving Power Strip Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

26 Buy Green: Lighting Remove or replace incandescent bulbs and buy Energy Star Qualified (and ideally low-
mercury) Compact Fluorescent Lights (CFLs) 

D Compact Fluorescent Lights (CFLs) RPN Responsible Purchasing Guide 
for Lighting

Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

27 Buy Green: Furniture Purchase Rapidly Renewable (e.g. Bamboo) and/or FSC-certified solid wood furniture for at 
least 30% of total expenditure on furniture

D Bamboo Furniture & Accessories  Y MR Credit 2.1 Sustainable Purchasing - Durable 
Goods, furniture

28 Buy Green: Furniture Purchase furniture containing recycled content for at least 30% of total expenditure on 
furniture

D  Recycled Content Furniture Y MR Credit 2.1 Sustainable Purchasing - Durable 
Goods, furniture

29 Buy Green: Furniture Buy Indoor Air Quality Certified furniture for at least 30% of total expenditure on furniture 
(e.g. Green Guard / SCS Indoor Advantage / MBDC C2C certified)

D  Greenguard Certified Furniture Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

30 Buy Green: Drinkware Buy a reusable hot-beverage mug for each employee (potentially with your company logo) D  Reusable Mugs RPN Responsible Purchasing Guide 
for Food Services

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

31 Buy Green: Drinkware Buy refillable water bottles for each employee (potentially with your company logo) D  Refillable Bottles RPN Responsible Purchasing Guide 
for Bottled Water Alternatives

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

32 Buy Green: Cleaning Buy only Greenseal or EcoLogo Certified green cleaning products D Green Cleaners RPN Responsible Purchasing Guide 
for Bottled Water Alternatives

Y IAQ Credit 3.4, 
3.5, 3.6

Green Cleaning - Sustainable 
Cleaning Products and Materials, 
30%33 Buy Green: 

Towels/Tissues
Buy Unbleached or Processed Chlorine-Free items for at least 40% of total paper 
towels/paper tissues purchases

D  PCF or Unbleached breakroom / bathroom 
products

RPN: Paper Standards Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

34 Buy Green Buy EPEAT-registered (www.epeat.net) technology for least 40% of expenditure on 
electronics where EPEAT ratings exist

D EPEAT-Registered technology RPN: Computer Standards Y MR Credit 2.1 Sustainable Purchasing - Durable 
Goods, electric

35 Buy Green: Paper Use 100% Post Consumer Recycled as a default paper for standard black & white printing 
and copying

L  100% Recycled Paper RPN Responsible Purchasing Guide 
for Paper

Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

36 Buy Green: 
RECs/Offsets

Purchase Renewable Energy Credits or Carbon Offsets to balance 25% of the carbon 
emissions related to office electricity usage

L Renewable energy provider: NextEra RPN Responsible Purchasing Guide 
for Green Power

Y EA Credit 4.1 Renewable Energy - On-site 3% / 
Off-site 25%

37 Buy Green: 
RECs/Offsets

Purchase Renewable Energy Credits or Carbon Offsets to balance 50% of the carbon 
emissions related to office electricity usage

L Renewable energy provider: NextEra RPN Responsible Purchasing Guide 
for Green Power

Y EA Credit 4.2 Renewable Energy - On-site 6% / 
Off-site 50%

38 Buy Green: 
RECs/Offsets

Purchase Renewable Energy Credits or Carbon Offsets to balance 75% of the carbon 
emissions related to office electricity usage

L Renewable energy provider: NextEra RPN Responsible Purchasing Guide 
for Green Power

Y EA Credit 4.3 Renewable Energy - On-site 9% / 
Off-site 75%

39 Buy Green: 
RECs/Offsets

Go "Carbon Neutral" by purchasing Renewable Energy Credits or Carbon Offsets to 
balance 100% of the carbon emissions related to office electricity usage

L Renewable energy provider: NextEra RPN Responsible Purchasing Guide 
for Green Power

Y Y EA Credit 4.4 Renewable Energy - On-site 12% 
/ Off-site 100%

40 Buy Green: Toner Purchase Remanufactured Ink & Toner cartridges for at least 80% of total expenditure on 
Ink & Toner cartridges used

L Remanufactured cartridges RPN Responsible Purchasing Guide 
for Toner Cartridges

Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

41 Buy Green For food and beverage purchases, buy organic, local (sourced within 500 miles) or fairtrade 
items for at least 25% of total expenditure on food and beverage 

L  Organic Coffees & Teas RPN Responsible Purchasing Guide 
for Food Services

Y MR Credit 5 Sustainable Purchasing - Food

42 Buy Green Buy LED lightbulbs/desklamps as replacements for employee desk-lamps that have 
incandescent bulbs

L  LED lamp RPN Responsible Purchasing Guide 
for LEDs

Y EA Credit 1 Optimize Energy Efficiency 
Performance

43 Buy Green Run a TCO (Total Cost of Ownership) analysis to track costs and benefits of implementing 
your Green Purchasing Policy over a specied period e.g. 3 months

L Example Total Cost of Ownesrhip Analysis Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

44 Buy Green: Dishware Buy bio-based or compostable dishware, utensils and cups for at least 40% of total 
expenditure on food-related disposables

L  Bio-based and Biodegradable dishware RPN Responsible Purchasing Guide 
for Food Services

Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

45 Buy Green: Track 
Spend

Track greener office purchases and hit a target 40% of total spend on office consumables 
that meet your green purchasing policy

L Office Depot Sample Green Business Review Y MR Credit 1.1 Sustainable Purchasing - 
Ongoing Consumables

46 Buy Green: Track 
Spend

Track greener office purchases and hit a target 60% of total spend on office consumables 
that meet your green purchasing policy

L Office Depot Sample Green Business Review Y MR Credit 1.2 Sustainable Purchasing - 
Ongoing Consumables

47 Buy Green: Track 
Spend

Track greener office purchases and hit a target 80% of total spend on office consumables 
that meet your green purchasing policy

L Office Depot Sample Green Business Review Y MR Credit 1.3 Sustainable Purchasing - 
Ongoing Consumables

48 Buy Green Calculate the Lifecycle Environmental Impacts / Benefits of your high volume paper 
purchases 

L Environmental Defense Paper Calculator   RPN: Paper Calculator Y Y

49 Buy Green Calculate the Lifecycle Environmental Impacts / Benefits of your high volume Ink & toner 
purchases 

L Clover Toner Calculator RPN: Toner Calculator Y Y

50 Buy Green Calculate the Lifecycle Environmental Impacts / Benefits of your Energy Efficient Lighting 
Purchases

L Energy Star CFL Calculator RPN: CFL Calculators Y Y

51 Be Green: Reduce 
Waste

Activate duplexing to do double sided copying and printing as default on all capable 
machines 

S  Duplex Printers RPN Responsible Purchasing Guide 
for Paper

Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

52 Be Green by 
Reducing Waste

Minimize hot-beverage related waste by providing bulk-packaged powered creamers and 
bulk-packaged sugars instead of individually packaged options

S  Bulk-packaged creamers RPN Responsible Purchasing Guide 
for Food Services

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

53 Be Green by 
Reducing Waste

Ensure all employees have a desk-side paper recycling bin S Recycling Solutions Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

54 Be Green by 
Reducing Waste

Ensure all employees have access to a beverage bottle / can recycling at their desk or 
within 20 feet of their desk

S Recycling Solutions Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

55 Be Green by 
Reducing Waste

Ensure all conference rooms have recycling bins S Recycling Solutions Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

56 Be Green by 
Reducing Waste

Ensure confidential paper taken for shredding is also recycled S Shredd-It RPN Responsible Purchasing Guide 
for Paper

Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

57 Be Green by 
Reducing Waste

Provide centralized access to receptacles for used printer toner cartridges. S  InkJet & Toner Recycling Boxes RPN Responsible Purchasing Guide 
for Toner Cartridges

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

58 Be Green by 
Reducing Waste

Provide centralized access to receptacles for cell phone and rechargeable battery recycling S Cell phone & Rechargeable Battery Recycling 
Solution

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

59 Be Green by 
Reducing Waste

Recycle at least 50% by weight of end of life materials (ie weight materials recycled / weight 
to landfill + weight recycled > 50%)

D Office waste stream audit checklist Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

60 Be Green by 
Reducing Waste

Recycle, reuse or donate at least 75% of "end of life" electronics and appliances D Tech Recycling Program RPN Responsible Purchasing Guide 
for Office Electronics

Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

61 Be Green by 
Reducing Waste

Reduce styrofoam, plastic or paper-based dishware and encourage employees to use 
reusable dishware and silverware in employee cafeterias 

D Tips for Encouraging Use of Reusable 
Dishware

RPN Responsible Purchasing Guide 
for Food Services

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

62 Be Green by 
Reducing Waste

Provide centralized access to receptacles for alkaline battery recycling D Dry Cell Battery Recycling Solution Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

63 Be Green by 
Reducing Waste

Establish a Waste Reduction Goal, and engage a Waste Management & Recycling 
Company to help you achieve this goal

D Waste Management Providers Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

64 Be Green by 
Reducing Waste

Provide a convenient solution for employees to recycle burned-out Compact Fluorescent 
Lights (CFLs)

D CFL Bulb Recycling Solution RPN Responsible Purchasing Guide 
for Lighting

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

65 Be Green by 
Reducing Waste

Provide a convenient composting option for employees to divert food waste from landfill D Compostable bags Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

66 Be Green by 
Reducing Waste

Recycle at least 70% by weight of end of life materials (ie weight materials recycled / weight 
to landfill + weight recycled > 70%)

L Office waste stream audit checklist Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

67 Be Green by 
Reducing Waste

Remove garbage cans from employee desks and provide them only in central areas - 
making recycling convenient, and wasting difficult

L  Large Garbage Cans Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

68 Be Green by 
Reducing Energy

Reduce power consumption of computers, copiers and printers by implementing energy-
efficient standby power settings

D Energy Star Overview of Power Settings RPN: Best Practices for Office 
Electronics

Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

69 Be Green by 
Reducing Energy

Encourage the majority of employees turn computers and electronics off when they leave 
their office or cube

D Office Depot Switch off to Save Sticker Sheet RPN: Best Practices for Computers Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

70 Be Green by 
Reducing Energy

Encourage the majority of employees turn lights off when they leave their office or cube D Office Depot Switch off to Save Sticker Sheet RPN: Best Practices for Lighting Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

71 Be Green by 
Reducing Energy

Encourage employee use of stairs instead of elevators, when possible D Get in Shape & Go Green: Take the Stairs! 
Poster

Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

72 Be Green by 
Reducing Energy

Install motion detectors that automatically turn lights on and off in rooms and areas that 
receive infrequent traffic

D  Case Study: Savings from Installing  Motion 
Detectors

RPN: Best Practices for Lighting Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

73 Be Green by 
Reducing Energy

Install software that centrally shuts-down office technology on a pre-determined schedule D Case study: Shutting down office technology Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

74 Be Green by 
Reducing Energy

Install software that centrally switches off office lighting on a pre-determined schedule D Case study: Lighting control systems RPN: Best Practices for Lighting Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

75 Be Green by 
Reducing Energy

Install lighting control systems that allow staff to control their own lighting by area D Case study: Lighting control systems RPN: Best Practices for Lighting Y Y EA Credit 1 Optimize Energy Efficiency 
Performance

76 Be Green by 
Reducing Fuel

Reduce conventional commuting trips by promoting biking and providing free / subsidized 
access to showers, lockers and bike-locking

D Case Study: Encouraging Commuting 
Alternatives

Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

77 Be Green by 
Reducing Fuel

Reduce conventional commuting trips by providing employee discounts on public transport D Link to Best Workplaces for Commuters Y Y SS Credit 4.1 Alternative Commuting 
Transportation

78 Be Green by 
Reducing Fuel

Reduce conventional commuting trips by promoting Carpooling and making it easy for staff 
to find car-pool options

D Link to Ride Amigos Y Y SS Credit 4.1 Alternative Commuting 
Transportation

79 Be Green by 
Reducing Fuel

Reduce delivery frequency of office supplies shipments by at least 40 percent (Daily to 
twice a week / Twice a week to once a week)

L Office Depot Order Consolidation & Green 
Shipping Solution

Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

80 Be Green by 
Reducing Fuel

Implement and encourage desktop webcams / videoconferencing to reduce air travel L Webcams Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

81 Be Green by 
Reducing Fuel

Reduce conventional commuting trips by facilitating staff access to Car-Sharing services 
such as Zip Car or I-go

L Link to ZipCar Y SS Credit 4.1 Alternative Commuting 
Transportation

82 Be Green by 
Reducing Fuel

Estimate carbon emissions from commuting and purchase carbon offsets or Green-e 
Climate Renewable Energy in recognition of 100% of these emissions

L Carbon Offset provider: NextEra RPN Responsible Purchasing Guide 
for Green Power

Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

83 Sell Green Run pilots on green office products to help end-users and purchasers to evaluate the 
quality

S Piloting Greener Products - Case Studies Y Y MR Credit 1.1, 
1.2, 1.3

Sustainable Purchasing - 
Ongoing Consumables

84 Sell Green Create posters, promotional products and other daily reminders to go green at the office S Greener Office Posters Y Y

85 Sell Green Develop a communication to encourage staff to circulate documents electronically and 
reduce unnecessary printing

S Sample wording - Electronic Communication Y Y

86 Sell Green Host an focused educational session on greening the office and reducing energy and waste D Smart Steps to Your Greener Office Online 
Program

Y Y

87 Sell Green Develop and complete a survey / hold a lunch and learn asking staff for feedback and 
suggestions related to greening the office

D Sample survey wording Y Y

88 Sell Green Recognize individuals in your organization who actively practice and promote greener office 
behaviour

D  Recycled Certificates Y Y

89 Sell Green Work with Property Manager to maximize types of solid waste end-of-life materials collected 
for recycling

L Case Study: Property Manager Engagement: 
Recycling 

Y Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

90 Sell Green Work with Property Manager to train Janitorial Staff to ensure recyclables are actually 
recycled, not thrown in the trash

L Case Study: Property Manager Engagement: 
Janitorial Staff Training 

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

91 Sell Green Work with Property Manager to install and communicate availability of bike-locks in or near 
the building 

L Case Study: Property Manager Engagement: 
Bike Locks 

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

92 Sell Green Work with Property Manager to Install energy-efficient hand dryers in all bathrooms to 
reduce paper towel waste

L Case Study: Property Manager Engagement: 
Energy efficient hand dryers

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

93 Sell Green Work with Property Manager to install water efficient faucets and toilets in the building L Case Study: Property Manager Engagement: 
Water efficient faucets and toilets 

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

94 Sell Green Work with Property Manager to implement design changes to maximize the energy 
efficiency of the office

L Case Study: Property Manager Engagement: 
Energy efficiency 

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

95 Sell Green Work with Property Manager to create food composting process with local farmer or 
industrial composting facility

L Case Study: Property Manager Engagement: 
Composting 

Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

96 Sell Green Document the actual financial impact of your overall office greening program, including ROI 
and payback for specific projects  

L Example Completed Financial Model Y Y IO Credit 1.1, 
1.2, 1.3, 1.4

Innovation in Operations

97 Tell Green Create at least one national press release / short video / case study outlining your Greener 
Office program

S Example press release Y Y MR Credit 7.1 Solid Waste Management - 
Ongoing Consumables

98 Tell Green Deliver at least one presentation at a national conference describing your Greener Office 
program

D Example presentation Y Y

99 Tell Green Create a dedicated web page / website describing your Greener Office program D Office Depot Greener Office Purchasing web 
page

Y Y

100 Tell Green Create a Corporate Citizenship / CSR / Sustainability Report and include a section about 
your Greener Office program

L Office Depot Corporate Citizenship Report Y Y

0 0 0 0 0 0 New Steps to Implement 45 95 32 79 79 0 0 #DIV/0! #DIV/0! 0

100 0 Target Points Post Implementation

0% 0% Target Percentage Post 
Implementation

Greener Office Checklist                 [© Copyright Office Depot 2010. No unauthorized copying or distribution - especially not to Office Depot competitors*] 

Step 1: Define Building/Offices In Scope [Start small]

OWNERORGANIZATION NAME

DIVISION NAME

Step 2: Decide who owns the project and dates when Initial Audit and Re-Audit will be done

3: Read Office Depot categories and recommendations 

FIRST AUDIT:

Links to Resources from Office Depot / Other Third Parties OR Responsible 
Purchasing Network. Plus ask your Office Depot Rep to obtain a Greener Office 
Guide from Office Depot - available Q3 2010.

Filters to Help Select Steps / Reasons to Implement + how this step may 
contribute to LEED for Existing Buildings 

6: Assign5: Define new steps 4: Audit steps in place/Choose N/A /Comment

BUILDING/OFFICE FOCUS RE-AUDIT:

% of Applicable Steps Currently Implemented

Current Points [Without adding any new steps]

Total Score Feasible (i.e. not N/A)
Light Green Office = 30%
Green Office = 60%
Dark Green Office = 90%


