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Smart Steps to a Greener Workplace 
How to go greener, save money & create a more efficient, healthier workspace

Yalmaz Siddiqui, Director, Environmental Strategy, Office Depot 
yalmaz.siddiqui@officedepot.com
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http://www.youtube.com/watch?v=Wq58zS4_jvM

http://www.youtube.com/watch?v=Wq58zS4_jvM
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Topics

1. What is green?   
2. Why go greener?
3. How to go greener?

1. Buying greener
2. Being greener
3. Selling green to peers

4. Next Actions
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Which of these boxes is green? 

A B
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D EC

Which of these boxes is green? 
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light green green dark
green

New green perspective: there are only shades of green

eco-expectationnot green/
unknown
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Example shades of green: Coffee cup

MID GREEN:

Bio-based
compostable cup 
that’s composted

LIGHT GREEN:

10% Recycled 
paper cup

DARK GREEN: 

Reusable cup 
that’s reused

http://images.google.com/imgres?imgurl=http://gamertag360.files.wordpress.com/2008/10/starbucks-cup.jpg&imgrefurl=http://gamertag360.wordpress.com/2008/10/&usg=__hnYvZtbto0lDCdJeMfO-kA5shq0=&h=337&w=278&sz=22&hl=en&start=1&tbnid=d1ZcrdpsVjamoM:&tbnh=119&tbnw=98&prev=/images%3Fq%3Dstarbucks%2Bcup%26gbv%3D2%26hl%3Den
http://images.google.com/imgres?imgurl=http://greenpaperproducts.com/images/biodegradable/cups/compostable-hot-cups-lg-SMRE16.jpg&imgrefurl=http://greenpaperproducts.com/disposable-biodegradable-16ounce-hot-cups-smre16.aspx&usg=__93sJMUHBUck-zo4TFf-0qybVEo0=&h=220&w=220&sz=27&hl=en&start=33&tbnid=EWwlsxiasNmdnM:&tbnh=107&tbnw=107&prev=/images%3Fq%3Dcompostable%2Bcup%26gbv%3D2%26ndsp%3D18%26hl%3Den%26sa%3DN%26start%3D18
http://www.officedepot.com/a/products/832000/Stainless-Steel-Commuter-Mug-16-Oz/
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2 cups of coffee/day x 200 days= 400 cups from trees.  400 unrecyclable cups= 400 cups in landfill

2 cups of coffee/day x 200 days = 

1 Reusable coffee mug
Requires washing but there is an embedded water footprint 
in paper and Styrofoam as well 

2 cups of coffee/day x 200 days= 400 compostable cups. 400 cups into compost/landfill if not avail

Environmental benefits of darker shades of green: Coffee cup
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[1] saves resources…
[ such as forests or water or land or oil ]

A product is greener than another if choosing it reduces one or more 
environmental impacts vs. a typical alternative
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& reduces waste
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2. saves energy…

Image courtesy of National Geographic
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& reduces 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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& Safeguards Human Health
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MID GREEN: 

Office Depot Green™ 
30% Post Consumer 
Recycled; Elemental 
Chlorine Free bleach; 
Green Seal Certified

LIGHT GREEN: 

EarthChoice™
FSC-Certified 
0% Recycled Paper. 
Elemental Chlorine 
Free Bleached

DARK GREEN: 
Office Depot Green™
100% Post Consumer 
Recycled, Process 
Chlorine Free Bleach; 
Green-E Certified 
Carbon-Balanced

Example shades of green – Paper
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Environmental benefits of darker shades of green: Paper 

Source: www.papercalculator.org. Wood use measures the amount of wood required to produce a given amount of paper. The number of typical trees assumes a mix of hardwoods and softwoods 6-8" in diameter and 40' tall. Calculated collaboratively by Conservatree and 
Environmental Defense based on data from Tom Soder, Pulp & Paper Technology Program, University of Maine, as reported in Recycled Papers: The Essential Guide, by Claudia G. Thompson, The MIT Press, 1992. 1 ton of wood is the equivalent of  of about 8 trees

12 cases (1/mth) virgin 8.5x11 … requires approx. 1 ton of wood…which requires approx 8 trees

12 cases 30% recycled 8.5x11…requires approx. 5/8 ton of wood…which requires approx 5 trees

12 cases 100% recycled 8.5x11…requires approx. 0 ton of wood…which requires 0 trees

http://www.papercalculator.org/
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WHY GO GREENER?



18

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

Reason # 1: to save money - the “Green Savings Continuum”
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Reason # 2: You can contribute without sacrifice: green products may 
not have worked in the past, but now that’s mainly perception
[ run an extensive pilots if you are not convinced ]

Recycled paper is now bright 
and spec free – you can’t find 
the little wood chips anymore

For cleaning, as with many 
other green product 
categories, now green works

Remanufactured cartridges are 
not “drilled and filled” there are 
is much quality assurance
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Reason # 3: To lead your industry / be ahead of your peers in 
environmental matters - an area of increased stakeholder & media interest



PRIORITIZE ACTIONS IN THE AREAS YOU CARE ABOUT

IF YOU DON’T LIKE WASTE:
Prioritize actions and 

purchases to help reduce 
waste & save resources

Reason # 4: As an individual you may care about certain environmental 
issues and want to contribute to the solution

IF YOU PREFER NATURAL 
RESOURCES NATURAL:

Prioritize actions and 
purchases that help reduce 

pressure on resources

IF YOU DON’T LIKE ENERGY 
WASTE OR EXTRACTION :

Prioritize actions and 
purchases to reduce use &  

increase energy/fuel efficiency

IF YOU’RE CONCERNED 
ABOUT CLIMATE CHANGE :

Save energy and fuel and 
support renewable power / 

carbon-balancing

IF YOU WANT TO LIMIT 
CHEMICALS IN PRODUCTION:

Prioritize actions and purchases 
that limit harsh chemicals during 

manufacturing

IF YOU WANT TO LIMIT YOUR 
CHEMICALEXPOSURE:

Prioritize actions and purchases 
that limit your exposure to harsh 

chemicals during use
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CARBON AND CLIMATE 101
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What is this stuff?
Carbon, greenhouse gases, global warming, climate change

Using electricity and burning fossil fuels results in 
greenhouse gas emissions such as Carbon Dioxide 
(CO2) that trap heat in the atmosphere and cause 

temperatures to rise. 

This rise in temperature is global warming - which 
many scientists believe causes climate change, 
which results in melting of glaciers and icecaps, 

sea-level rise, droughts, weather events
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The  good news (or bad)

Using Electricity & 
Burning Fossil Fuels 

Costs Money
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Saving Electricity & 
Saving Fossil Fuels: 
REDUCING CO2 =
Often Saves Money

The  opportunity
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What is a carbon footprint?

A carbon footprint is a 
sum of “accumulated 

carbon”

[accumulated in running a country, 
fueling a power plant, making a 

product, lighting a building, heating 
a home, operating a factory, driving 
a car, taking a flight, making a cup 
of coffee, shipping an apple from 

CA to here…living a life]

Source: Science Daily, 2008
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1 Ton of Carbon Dioxide

[ source: www.mnn.com ]

http://www.mnn.com/
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Best practice approach: reduce, then balance  your carbon footprint with 
credible “carbon offsets” e.g. Office Depot partner NextEra Energy

Example: Calculate 
then reduce the CO2 
emissions associated 
with operating your 
business:

- Delivery
- Facilities
- Travel
- Purchases

Balance some or 
all of the 
emissions with 
credible offsets  
e.g. renewable 
energy credits 
from NextEra

NextEra invests 
the funds in 
renewable 
energy projects.

[As of 2010, only 
2% of the US 
energy mix was 
renewable]

Third party certifier
(Green-e) verifies 
the offsets 
purchased helped 
reduce the 
equivalent amount 
of carbon dioxide.
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LEED 101
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What is LEED? 
Leadership in Energy & Environmental Design
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How do you get LEED Credits? 
LEED for Existing Buildings (LEED EB) Example

Certified
[Light Green]

Silver
[Green]

Gold
[Dark 

Green]

Platinum
[Greenest]
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BUY GREEN: 
ENVIRONMENTALLY PREFERABLE PURCHASING 
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Decide your focus by considering your organization’s relevant 
environmental impacts & cost saving opportunities

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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To focus your greener office efforts, think about the product categories 
and environmental impacts you want to prioritize

• Paper
– Forests
– Biodiversity
– Energy use
– Water use
– Paper waste in landfill

• Ink & Toner
– Resource use
– Energy use
– Cartridge waste in landfills

• Office Supplies
– Resource use
– Harsh chemicals
– Disposables in landfills

• Office Equipment
– Energy use

• Using machines
• “Phantom power”
• Cooling buildings

– Carbon dioxide emissions
– Electronic waste in landfill

• Lighting
– Energy use
– Mercury content
– Mercury in landfill

• Office Furnishings
– Forests
– Harsh chemical glues 
– Formaldehyde
– Durables in landfills

• Breakroom
– Disposable coffee cups /  

water bottles in landfill
– Food / beverage packaging 

in landfill
– Harsh chemical cleaners
– Paper use

• Business Travel/Deliveries
– Fuel use from commuting / 

air travel / supply deliveries
– Carbon dioxide emissions
– Packaging impacts
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Consider writing an Environmentally Preferable Purchasing Policy, 
remember the key element of a well-written policy is implementability

1. Scope = What’s included

2. Specification = What attributes and certifications should be sought

3. Responsible Party = Who exactly is accountable for the purchase

4. Metric = How will we track successful implementation

5. Goals = What are we aiming to achieve

6. Time Period = Over what timeframe will the policy be implemented

7. Procedure = How exactly will we meet the goals of the policy

+ What do we want to be able to say?
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“95% of our cut-sheet paper in 2009 was 30% recycled and FSC certified, 
- helping us save over 700 trees”

“Over 80% of our Technology is ENERGY STAR qualified”

“We only buy GREENGUARD-certified furniture – every item in our 
building is GREENGUARD certified for healthier indoor air quality”

“In Q2 2011, we achieved our goal of 100% of spend in line with the 
Environmental Purchasing Policy we released in Q4 2009”

“Over 50% of our ink and toner cartridges in 2010 were remanufactured”

Ask the question: 
What do we want to be able to say about our greener purchasing?
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SAVE RESOURCES & REDUCE WASTE SAVE ENERGY &
REDUCES EMISSIONS

USE SAFER CHEMICALS & 
SAFEGUARD HUMAN HEALTH

Select the attributes you want to focus on: greener products have one or 
more attributes that result in relatively less impact on the planet  
[there’s always an impact, all we can do is reduce it, nothing is eco-friendly]
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Multiple Attribute and/or Lifecycle Impact Reduction

SAVE RESOURCES & REDUCE WASTE SAVE ENERGY &
CARBON EMISSIONS

SAFER CHEMICALS

Social issues focus

Seek certifications/ecolables for additional assurance of environmental 
claims + verification that a product meets third-party green standards

http://www.greenguard.org/Default.aspx?tabid=109
http://www.ecologo.org/en/
http://images.google.com/imgres?imgurl=http://www.mbdc.com/images/certifiedhome_070315.jpg&imgrefurl=http://duurzaamheid.eigenstart.nl/&usg=__kIyNZtjqX54WH8vmo5RAJuSkdCU=&h=180&w=200&sz=16&hl=en&start=15&tbnid=BAO-MgSL6n9VxM:&tbnh=94&tbnw=104&prev=/images%3Fq%3Dc2c%2Blogo%26gbv%3D2%26hl%3Den
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Mid Green Item Costs $9.99* for a 25 pack OR $119.88 for twelve 25 packs

Dark Green Item Costs $6.29* for a 25 pack OR  $75.48 for twelve 25 packs

Lower 
Initial 
Costs

Smart step to buy greener: Choose recycled supplies (e.g. files)
Benefits: save resources, save money

Dark Green 
Alternative 
contains 95% 
Post Consumer 
Content & has 
PVC free tabs

*Q2 2010 pricing on www.officedepot.com, excluding taxes. Subject to change. 

Item # 314310

Item # 810994

Mid Green Item 
contains 30% 
Post Consumer 
Content & has 
PVC tabs

Greener Alternative saves $44.40 a year if one pack is used every month

http://www.officedepot.com/
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

 

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

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

Smart step to buy greener: Choose remanufactured cartridges 
Benefits: save resources, save money

Lower 
Initial 
Costs

*Q2 2010 pricing on www.officedepot.com, excluding taxes. Subject to change. 

http://www.officedepot.com/
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Smart step to buy greener:  Choose multi-packs of OEM cartridges
Benefits: save packaging, save money



 

Many HP LaserJet cartridges meet or 
exceed recycled content guidelines 
from the U.S. Environmental Protection 
Agency (EPA)



 

Many HP LaserJet cartridges contain 
an average of 20% or more total 
recycled content*

3 Cartridges, 1 box = lower unit price + lower packaging and shipping impacts

*HP cartridges are made with recycled pellets of plastic. This is different to a remanufacturing which reuses the whole cartridge shell without regrinding/reforming 
new plastic. Remanufactured cartridges are generally accepted to be “greener” than recycled ones;  but recycled cartridges are greener than virgin plastic ones.

Lower 
Initial 
Costs
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Smart step to buy greener : Choose CFLs vs. incandescents
Benefits: save energy, save money

Source: http://www.energystar.gov/ia/business/bulk_purchasing/bpsavings_calc/CalculatorCFLs.xls
Or Google: Energy Star CFL Calculator

Over $7,000 net savings and over 70,000lbs 
of carbon dioxide emissions avoided over the 
life of just 100 Compact Fluorescent Lights + 
hassle reduction because you won’t need to 
change burnt bulbs as often

H
igher Initial C

ost

Savings 
through 
Lower 

Operating 
Cost

http://www.energystar.gov/ia/business/bulk_purchasing/bpsavings_calc/CalculatorCFLs.xls
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Item # 405541

Not Necessarily Green Item Costs $7.99*unit OR $799 for hundred packs and is disposed of after one use

Mid Green Item Costs $39.99 initially, plus $38.97 for three rechargeable battery replacement packs = $78.96

Smart step to buy greener: choose rechargeable batteries,
instead of disposables
Benefits: save resources, save money

*Q2 2010 pricing on www.officedepot.com, excluding taxes. Subject to change. †Cost savings estimate do not include electricity costs associated with recharging

Item # 416545 

H
igher Initial C

ost

Savings 
through Lower
Re-purchase

Item # 802315

Greener Alternatives save ~$720 by avoiding 400 disposable one time use batteries

Item # 405541Item # 405541

http://www.officedepot.com/
http://www.officedepot.com/a/products/416545/Energizer-Max-Alkaline-AA-Batteries-Pack/
http://www.officedepot.com/a/products/416545/Energizer-Max-Alkaline-AA-Batteries-Pack/
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http://www.officedepot.com/a/products/405541/Energizer-Rechargeable-NiMH-AA-Batteries-Pack/
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Smart step to buy greener: Seek GREENGUARD or SCS 
Indoor Air Quality Certified furniture 
Benefits: safer chemicals and healthier office

Price 
Parity
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Smart step to buy greener: Specify ENERGY STAR or
EPEAT (bronze/Silver/Gold) Technology
Benefits:  save energy, safer chemicals, maybe save money

Item 817695 

Price 
Parity
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MID GREEN: Office 
Depot Green™ 30% 
Post Consumer 
Recycled; Elemental 
Chlorine Free bleach; 
Green Seal Certified

LIGHT GREEN: 
Domtar 
EarthChoice™
FSC-Certified 
0% Recycled Paper. 
Elemental Chlorine 
Free Bleached

DARK GREEN: 
Office Depot Green™
100% Post Consumer 
Recycled, Process 
Chlorine Free Bleach; 
Green-E Certified 
Carbon-Balanced

Higher 
Initial 
Cost

Smart step to buy greener:  Buy the greenest paper you can
Benefits: save resources, save trees, feel good
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Find Office Depot’s assortment of greener products (light green to dark 
green) in the “GreenerOffice” store. Consider creating your shopping lists 
from items in this assortment, go with your priorities and shade of green.
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BE GREEN: 
ENVIRONMENTALLY PREFERABLE PRACTICES
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Paper has two 
sides, paper 

has two sides, 
paper has two 

sides,
Paper has two 
sides, paper 

has two sides

My back has 
been used

[!]

Paper has two 
sides, paper 

has two sides, 
paper has two 

sides,
Paper has two 
sides, paper 

has two sides, 

My back has 
been used

[!]

REDUCE PAPER 
USE & FUND 

GREENER PAPER 
PURCHASING

Smart step to be greener: Upgrade some printers and 
implement double-sided printing
Benefits: save paper, save money

Item 825740 

H
igher Initial C

ost

Savings 
through 
Lower

Re- 
purchase
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Up to 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 dc alone

[Source: Boyd Rutherford, USDA]

Item # 711335 Item # 899990

H
igher Initial C

ost

Savings 
through 
Lower 

Operating 
Cost

Smart step to be greener: use energy-saving power strips
Benefits: save energy & save money

http://www1.eere.energy.gov/consumer/tips/home_office.html
http://www1.eere.energy.gov/consumer/tips/home_office.html
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Smart step to be greener: Switch to reusable bottles and 
coffee mugs to help reduce waste from disposables 
Benefits: save resources, save money

Item 977540

[ Seek metal or
BPA-free to be 
Greenest ] 

Item 832072 

H
igher Initial C

ost

Savings 
through 
Lower

Re-purchase
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Item 494682 

Item 513470 In store box, or Tech Trade-In  program: 
See www.officedepot.com > Our Services

Smart step to be greener:  identify where waste is generated, 
and place recycling bins in all these places to make recycling convenient. 
Benefits: save resources, maybe save money

http://preview.officedepot.com/a/products/373860/Rubbermaid-Deskside-We-Recycle-Container-7/
http://www.officedepot.com/
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Office Depot Ink & Toner Recycling Program
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CURRENT  MID GREEN DARK 

Smart step to be greener: Consolidate orders  / limit orders under $50
Benefits: save money + packaging + save fuel and CO2
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SELL GREEN: ENCOURAGING 
ENVIRONMENTALLY POSITIVE BEHAVIOR
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Sell green by engaging others softly, “normalizing green” and  
celebrating small wins

1. Create a green team
2. Identify decision makers, 

influencers & naysayers and 
involve them

3. Identify business priorities
4. Identify environmental priorities
5. Develop a plan 
6. Start small
7. Implement chosen actions
8. Track results with data 
9. Celebrate Wins 
10. Communicate by showing that 

green is “normal

+ Reward leaders
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For many more ideas on how to go greener, download Office depot’s 
100 Step GreenerOffice Checklist, available on the OD homepage
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

 

Binary: Green vs. Not Green 


 

One green attribute: recycled


 

Preachy


 

Guilt-Inducing


 

Negative focus: the problem


 

Granola Crunchy


 

Leaves, trees, brown imagery 


 

Perfection 


 

Transformation


 

Berkeley



 

Shades of Green 


 

Various green attributes 


 

Friendly


 

Quietly Educational


 

Positive focus: the solution


 

Crisp and Modern


 

Clean, bright imagery


 

Progress 


 

Small Steps


 

Manhattan

Sell green by recognizing Old Green vs. New Green methods –
focus on New Green, be wary of reverting to Old if change is hard

New greenOld green
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Sell green by accepting all steps matter…and that all improvements should 
be celebrated, even if they are minor (creates a positive cycle to greener)

All sector’s small steps

My sector’s small steps

My organization’s small steps

My small steps
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Real time population + CO2: www.breathingearth.net

“Sometimes when I consider what tremendous consequences come 
from little things, I am tempted to think, there are no little things.”

Bruce Barton
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