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SMART STEPS TO YOUR GREENER OFFICE
How to go green, save money and create an efficient, healthy workspace

Developed by Yalmaz Siddiqui, Director, Environmental Strategy, Office Depot
yalmaz.siddiqui@officedepot.com
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TOPICS

WHAT IS GREEN?   
WHY GO GREEN?
BUYING GREEN
BEING GREEN
SELLING GREEN
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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



6

EXAMPLE: SHADES OF GREEN - COMMUTING

BRIGHT GREEN:

Public Transit 

LIGHT GREEN: 

Fuel Efficient Car

DARK GREEN: 

Biking or 
Walking
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EXAMPLE: SHADES OF GREEN – COFFEE CUP

BRIGHT GREEN:

Compostable cup 
that’s composted

LIGHT GREEN: 

Recycled cup

DARK GREEN: 

Reusable cup 
that’s reused
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1. reduced waste…

A PRODUCT OR PRACTICE IS GREENER THAN ANOTHER IF 
CHOOSING IT RESULTS IN ENVIRONMENTAL BENEFITS LIKE…
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and reduced pressure on resources 
[ such as forests or water or land or oil ]
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2. reduced energy…

Image courtesy of National Geographic
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and reduced greenhouse gas 
emissions
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3. reduced harsh chemicals 
[in production…
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[and in use, consumption and disposal]
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RECAP: THREE MAIN REASONS SOMETHING’S GREEN

1. REDUCED WASTE AND REDUCED PRESSURE ON 
RESOURCES [SUCH AS FORESTS OR WATER OR LAND OR OIL]

2. REDUCED ENERGY AND REDUCED GREENHOUSE GAS 
EMISSIONS

3. REDUCED HARSH CHEMICALS IN PRODUCTION, USE, 
CONSUMPTION AND DISPOSAL
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WHY GO GREEN?



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

Examples: 

Remanufactured
Ink & Toner 
Cartridges 

Many Recycled 
products

Examples: 

Compact Fluorescent 
Light bulbs (CFL)

Energy-Efficient 
Technology

Power saving strips

Examples: 

Refillable Pens &
Reusable Mugs

Rechargeable
Batteries

Examples: 

Many Recycled
Products

Many Energy 
Efficient 
Technology Items

Examples: 

Recycled copy 
paper 

Some 
Recycled 
Items

REASON #1: BUYING GREEN FOR YOUR ORGANIZATION 
CAN SAVE MONEY: THE GREEN COST CONTINNUM
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REASON #2: YOU CAN CONTRIBUTE WITHOUT SACRIFICE NOW –
GREEN PRODUCTS MAY NOT HAVE WORKED IN THE PAST, BUT 
NOW THAT’S MAINLY PERCEPTION [PILOT IF YOU DON’T BELIEVE]

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



THERE ARE NUMEROUS GREEN ISSUES. YOU CAN 
CHOOSE WHAT YOU CARE ABOUT & PRIORITIZE 
ORGANIZATION ACTIONS IN THESE AREAS

TO REDUCE WASTE AND 
LANDFILLS:

Buy what you need, and use 
items with high recycled 

content and use recycling 
solutions

TO REDUCE LOCAL AIR 
POLLUTION & CARBON 

EMISSIONS
Reduce Fuel and related 

carbon dioxide emissions by 
buying products in bulk and 

ordering less frequently

TO REDUCE ENERGY 
DEMAND & CARBON:

Buy products that reduce 
energy use such energy-

efficient office technology 
and solar powered items

[Also recycled] 

TO REDUCE PRESSURE ON 
FORESTS: 

Buy what you need, and seek 
paper products with high 
recycled content / from 

certified well managed forests

TO IMPROVE INDOOR AIR 
QUALITY: 

Buy GREENGUARD or SCS 
Certified  furniture & 

Greenseal or EcoLogo 
certified cleaning products

TO REDUCE HARSH 
CHEMICALS IN PRODUCTION:

Buy items made with less harsh 
chemicals e.g. PVC-free plastics 
/ choose bio-based alternatives 

to   synthetic chemicals

REASON #3:  AS AN INDIVIDUAL YOU MAY CARE ABOUT 
CERTAIN ENVIRONMENTAL ISSUES AND WANT TO ACT
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REASON #4: YOU MAY HAVE TO COMPLY WITH 
GOVERNMENTAL OR ORGANIZATIONAL MANDATES
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REASON #5: GOING GREEN MAY BE PART OF YOUR 
ORGANIZATIONS POLICY OR LEADERSHIP e.g. LEED 

Going green may be part of your organizations 
mission, it may even be part of a formal policy 
mandate [www.officedepot.com/corporatecitizenship]

Going green can help you report on leading 
practices, gain publicity for innovation, and 
differentiate by leading your peers

Green practices  support a broader commitment 
your organization may have to Sustainable 
Development or Green Buildings e.g.  LEED for 
New Construction or Existing Buildings
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WHAT IS LEED? 
LEADERSHIP IN ENERGY & ENVIRONMENTAL DESIGN



22

HOW DO YOU GET LEED “CREDITS” – LEED FOR 
EXISTING BUILDINGS EXAMPLE

Certified
[Light Green]

Silver
[Green]

Gold
[Dark 

Green]

Platinum
[Greenest]
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EXAMPLE REPORTING TO HELP TRACK SPENDING FOR 
LEED-EB CREDITS [LEED CREDIT TOOL SUSTAINABLE PURCHASING]
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RECAP: FIVE MAIN REASONS TO GO GREEN

1. BUYING GREEN CAN SAVE MONEY

2. YOU CAN CONTRIBUTE WITHOUT SACRIFICE

4. IT MAY BE A POLICY

3. AS AN INDIVIDUAL, YOU MAY CARE 

5. IT MAY HELP YOU LEAD PEERS
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BUY GREEN: ENVIRONMENTALLY 
PREFERABLE OFFICE PURCHASING
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FIRST QUESTIONS TO ASK WHEN THINKING ABOUT A 
GREEN PURCHASING POLICY

Do we have 
a Public 

Environmental Policy 
or Green

Commitment?

How should 
we prioritize our 

green purchasing 
activities

NO

YES
What is it?
How do we 
Implement 
and track?

Environment First 
/ Economics First

Or Both

NO

YES
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CCONSIDER YOUR ORGANIZATION’S MATERIAL 
ENVIRONMENTAL IMPACTS & ECONOMIC 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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WITHIN THE OFFICE, THINK ABOUT WHICH SPECIFIC 
IMPACTS YOU WANT TO FOCUS ON – START THERE

• 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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SAMPLE WORDING FOR SUSTAINABLE PURCHASING 
POLICIES: Office supplies

EXAMPLE GREEN PURCHASING POLICY FOR FURNITURE

Scope: Our green purchasing policy for furniture covers chairs, desks, shelving and filing

Specifications: When making furniture purchases, buyers are encouraged to “increasingly buy 
green” by seeking by seeking furniture that meets one or more of the following specifications:   
• At least 10% post-consumer recycled (PCR) content and/or 20% total recycled (TR) content 
• Made from at least 50% Forest Stewardship Council (FSC-certified) wood
• Made with at least 50% “rapidly renewable” materials such as bamboo or agricultural crops
• Greenguard or SCS Indoor Advantage Certified furniture

Responsible Parties: Furniture buyers, Administrative Assistants

Metric: Spend on Policy-Compliant Furniture.
Total Spend on Furniture

Goals & Timeline: 50% Compliant spend by end 2010; 80% Compliant spend by end 2011

Procedures:
1. Whenever buying office furniture, specify Recycled, FSC-certified, Rapidly Renewable materials or 

Greenguard / SCS Indoor Advantage certified furniture
2. Maximize spend on furniture made with Recycled, FSC-certified or Rapidly Renewable materials or 

Greenguard / SCS Indoor Advantage certified furniture
3. Ensure Recycled, FSC-certified or Rapidly Renewable furniture or Greenguard / SCS Indoor Advantage 

certified furniture spend is tracked
4. Ensure total spend on furniture is tracked
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SAMPLE WORDING FOR SUSTAINABLE PURCHASING 
POLICIES: Office supplies

EXAMPLE GREEN PURCHASING POLICY FOR TECHNOLOGY

Scope: Our green purchasing policy for technology covers desktops, laptops, monitors, printers, fax machines, 
scanners, refrigerators, dishwashers, external power adaptors, televisions

Specifications: When making technology purchases, buyers are encouraged to “increasingly buy green” by 
seeking products that meet one or more of these specifications: 
• ENERGY STAR Qualified (see www.energystar.gov) and/or
• EPEAT-Silver (Electronic Product Environmental Assessment Tool, see www.epeat.net)

Responsible Parties: Technology buyers

Metric: Spend on Energy Star + EPEAT Silver or Gold Technology.
Total Spend on Technology

Goals & Timeline: 50% Compliant spend by end 2010; 80% Compliant spend by end 2011

Procedures:
• Whenever buying technology, specify ENERGY STAR qualified and/or EPEAT-registered purchases
• Maximize spend on ENERGY STAR qualified and EPEAT registered products whenever possible
• Ensure ENERGY STAR and EPEAT compliant spend on technology is tracked
• Ensure total spend on technology is tracked
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SAMPLE WORDING FOR SUSTAINABLE PURCHASING 
POLICIES: Office supplies

EXAMPLE GREEN PURCHASING POLICY FOR SUPPLIES

Scope: Our green purchasing policy for office supplies covers copy paper, envelopes and pads, filing, binders, 
mailing supplies, desk accessories, dated goods, ink & toner cartridges and batteries. 

Specifications: When making office supplies purchases, [Customer name] buyers are encouraged to 
“increasingly buy green” by seeking products that meet one or more of the following specifications:   

• Minimum 30% post consumer recycled copy paper
• Minimum 10% post-consumer recycled content and/or 20% total recycled content for supplies
• Remanufactured ink and toner cartridges
• Virgin paper products with fiber from FSC-certified “responsibly-managed forests”
• Items made with at least 50% “rapidly renewable” materials such as bamboo or agricultural crops 
• Rechargeable batteries
• Refillable pens, pencils and refills

Responsible Parties: Supplies buyers, Administrative Assistants, End Users with Office Depot user IDs

Metrics: Policy-compliant spend Spend on 30% PCR Paper Reman Toner Spend
Total Spend on Supplies Total spend on Paper Total Toner Spend

Goals & Timeline: 50% Policy-Compliant spend by end 2010; 100% Compliant spend by end 2011

Procedures: 
• Use the Office Depot Green Book™ as your first stop for office supplies purchases
• Buy Office Depot Green™ branded office supplies when possible. 
• If your items are not in the Green Book, click the Your Greener Office link on the Office Depot site
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REDUCED WASTE AND PRESSURE ON RESOURCES REDUCED ENERGY &
CARBON EMISSIONS

REDUCED HARSH CHEMICALS  IN 
MANUFACTURE, USE & DISPOSAL

FOCUS ON GREENER PRODUCTS WITH ATTRIBUTES YOU CARE 
ABOUT [ NOTE: THE BENEFIT IS RELATIVELY LESS IMPACT ON THE 
PLANET, THERE’S ALWAYS AN IMPACT, ALL WE DO IS REDUCE IT]
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SEEK GREEN CERTIFICATIONS THAT PROVIDE ADDED ASSURANCE 
OF ENVIRONMENTAL CLAIMS AND “SHADE OF GREEN”
[ NOTE CERTIFICATIONS ARE NOT ALWAYS AVAILABLE / CRITICAL TO GREEN 
PURCHASING – ITS MOST IMPORTANT TO HAVE THE UNDERLYING ATTRIBUTES]

Multiple Attribute / Lifecycle Certifications

REDUCED WASTE 
PRESSURE ON RESOURCES

REDUCED ENERGY &
CARBON EMISSIONS

REDUCED HARSH CHEMICALS

visit www.ecolabelling.org for 300 more (!)
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SMART GREEN STEP:  FIRST SEEK PRODUCTS IN THE 
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

Example Innovative Green products:

• Stride Binders
• Zebra pens/pencils
• Compostable dishware
• Power-saving Surge protectors
• Voltaic Messenger Bags

www.officedepot.com/greenbook
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SMART GREEN STEP:  THEN SEEK PRODUCTS FROM 
YOURGREENEROFFICE~6500 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 
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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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 FOR SAVINGS:  IF YOU PREFER OEM 
CARTRIDGES, CHOOSE MULTI-PACKS TO LOWER UNIT COST 
& PACKAGING [+ MANY HP CARTRIDGES ARE RECYCLED]

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.
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SMART GREEN STEP FOR SAVINGS: SWITCH TO CFL’S –
MAYBE REPLACE ALL INCANDESCENT BULBS?

Over $7,000 net savings and over 70,000lbs 
of carbon dioxide emissions avoided over the 
life of just 100 Compact Fluorescent Lights 

PLUS hassle reduction as you won’t need to 
change burnt bulbs as often

Source: http://www.energystar.gov/ia/business/bulk_purchasing/bpsavings_calc/CalculatorCFLs.xls
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SMART GREEN STEP FOR SAVINGS: SPECIFY ENERGY 
STAR / EPEAT TECH (SMALLER IS OFTEN GREENER)

Item 817695 



SMART GREEN STEP FOR SAVINGS: 
BUY REFILLABLE PENS & PENCILS [AND REFILL THEM!]

Save up to 50% with refills 
instead of discarding disposables
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SMART GREEN STEP FOR SAVINGS: SEARCH FOR 
“OFFICE DEPOT GREEN” BRANDED PRODUCTS

OFTEN SAVE MONEY COMPARED TO NATIONAL BRANDS 
– AND MAKE A GREEN STATEMENT EVERY DAY

Item 810945 Item 850484 Item 480675 Item 416105 
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SMART GREEN STEP FOR HEALTHIER INDOOR AIR:
CLEAN GREEN & SAVE BY BUYING BULK SIZES

Item 292585 Item 117345 
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SMART GREEN STEP FOR HEALTHIER INDOOR AIR: SEEK
GREENGUARD/SCS-INDOOR AIR CERTIFIED FURNITURE
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SMART GREEN STEP WITH MULTIPLE BENEFITS:
SWITCH TO RECYCLED CONTENT PAPER 30% OR 100%

Item 940 650 Item 521980



= THE RECYCLED “ATTRIBUTE” DELIVERS MULTIPLE 
GREEN BENEFITS



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 ~1 ton of wood…which requires harvesting ~8 trees

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

12 cases 100% recycled 8.5x11… requires 0 tons of wood… which requires harvesting 0 trees

HOW DOES THIS HAPPEN? A VISUAL DEPICTION
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RECAP: FOUR MAIN WAYS TO A GREENER OFFICE 
THROUGH GREENER PURCHASING

1. GIVE ALL END USERS / PURCHASERS A GREEN BOOK

2. REVIEW OFFICEDEPOT.COM/YOURGREENEROFFICE

3. FOCUS FIRST ON WHERE YOU BUY MOST/CARE MOST

4. USE SAVINGS FROM LOW COST GREEN OPTIONS TO 
PAY FOR HIGHER COSTS FOR OTHER GREEN OPTIONS
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BE GREEN: ENVIRONMENTALLY PREFERABLE 
OFFICE / WORKPLACE OPERATIONS
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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 GREEN STEP TO BE GREEN AND SAVE GREEN: 
UPGRADE SOME PRINTERS / SWITCH TO DUPLEX

Item 825740 
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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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IN ONE YEAR AVOID WASTING
600 DISPOSABLE BOTTLES &
600 DISPOSABLE CUPS 

IF YOU ON AN AVERAGE 
WORKDAY YOU DRINK ONLY: 

3 BOTTLES OF WATER 
3 CUPS OF COFFEE 

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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Item 494682 

Item 513470 

SMART GREEN STEP TO BE GREEN: RECYCLE THE 
MOST COMMON RECYCLABLES IN THE OFFICE…

In store box, or Tech Trade-In  program: 
See www.officedepot.com > Our Services
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…INCLUDING EMPTY INK & TONER CARTRIDGES
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5 days a week  3 days 1 day 

SMART GREEN STEP TO SAVE FUEL & PACKAGING: 
ORDER WEEKLY OR BIWEEKLY INSTEAD OF DAILY

EVERY OFFICE DEPOT DELIVERY RESULTS IN EST. AVERAGE 
OF 4.74 LBS OF CARBON DIOXIDE EMISSIONS
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RECAP: FIVE MAIN WAYS TO A GREENER OFFICE 
THROUGH GREENER PRACTICES

1. PRINT DOUBLE-SIDED WHEN FEASIBLE

2. STOP PHANTOM POWER

3. USE REUSABLES

4. RECYCLE RECYCLABLES

5. REDUCE DELIVERY FREQUENCY
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SELL GREEN: ENCOURAGING 
ENVIRONMENTALLY POSITIVE BEHAVIOR
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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 APPROACHES - AND FOCUS ON THE NEW

NEW GREENOLD GREEN
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SELL GREEN BY ENGAGING OTHERS, SOFTLY

1. Identify decision makers and 
influencers & involve them

2. Identify nay-sayers and 
champions & Involve them

3. Identify business priorities
4. Identify environmental priorities
5. Develop the case 
6. Start small
7. Implement
8. Track results with data 
9. Share results 
10. Celebrate Wins

+ Reward leaders
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61.0%

26.7%

17.4% 65.4%

30.1%

58.5%

15.4%

7.5%

9.9%

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Q4 2009

Q3 2009

Q2 2009

Q1 2009

EXAMPLE REPORTING TO ENCOURAGE PROGRESS:
[OFFICE DEPOT GREEN BUSINESS REVIEW]

Paper Purchases by OD Shades of Green

Percentage of Total Spend on Paper

Unknown or Undisclosed Attributes
No known Forest Certification 
Or
0% Post Consumer  Recycled Content

Certified to Sustainable Forestry Initiative (SFI) / Canadian 
Standards Association (CSA) /Program for Endorsement 
of Forest Certification (PEFC) Standards + ECF Bleached
Meets Office Depot’s “Eco-expectation for paper

10-29% PCR/FSC certified virgin90%-100% Post consumer recycled 30%-89% Post consumer recycled
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SELL GREEN BY ACCEPTING THAT ALL STEPS MATTER

All sector’s small steps

My sector’s small steps

My organization’s small steps

My small steps


