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Sustainable Office Practices

When evaluat ingthef inanc a mpact of
taking acton towards Sustainab lty on
the company balance sheet, one musl
ookthroughthe entire business,supply
charn and system notjust the offce to
realze absolute bottom line results.
Here are six channels for change ihat
can be made to make the office more

T ;l it s-. A.,,, ir r|es:,
Changingthe ru es can he p butwithout
bly in, commitment and the discovery
of overallf nanca benefits, rea impact
w I be outoi reach. Therefore, top ofthe
list s to raise compa ny-wide awa reness,
understanding and motivation. Two
effect ve act viiies are:

Screen the Academy Award
winn ing docu menta ry. 4n /nconyenlent
Iruth. lt doesn t matter if some have
a ready seen it. The flst view ng can
be shocking but the s€cond is more
poteni in dr iv ng'peopeto act|on. Th s
film continues to be the most effective
mears to explain this somewhat
compex subject in terms we can all

Make the screen ng enjoyabe and
use t to develop relatonships and
team buid ng. This s a genu ne team
building exercise in wh ch we all have
an enorr.ous stake; iie as we know
it and, for many, actua survival. Whai
better r€al bonding exercise could

Secondly, shift company-wide
perspecirv€ to tocus on ihe positive
bottom ine impact and business
opponunities n Sustainab lity, not the
least oi wh ch s sustaina ble profitabil ty.
Ths may even ncude ut i ls ing your
new Sustainab e off ce practisestoyour
business advantage by re-postoning,
lebrand ng' and boosting your

After the screening organise a
committee to develop and propose
a strategy and mplemeniaton plan.
Other channels for change along with
specifc examples are:
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. Recycled paper for the office.
Utiise both sides of every page. Putthe
recycled papersymbol on yourcompany
etterhead- lf this shift s too expensive
to undertake 100 %, phase it in stages
and letthe sav ngs made n other areas
coverthe ncreased expense n ut lis ng
recyc ed paper. Interna ly recyc e: use
the back of junk mail or mail to be
thrown away for printing drafts,lnterna

' Organise separate waste bins to
segregate recyclable waste
. Phase in recycled to tet paper
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. Gradua ly ncrease the temperature
on the air  condit ioner from 16'  to 19' ,
to 21' ,  to 23' .  Then see f  you can
take t to 25'. Many peop e wear winter
clothes to survve in freezing ofiices.
Gve warfing notices when start ng
temperature reductions, so all can
dress for lhe new off ce weather'.
. Turn lighrs and equ pment off
wheneverthey?e not n lse and at night
at the nrain switch box.
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. Have an incentive scheme for
employees to purchase hybrid vehicles,
rnstall compressed natural gas kits
in their cars, create car pools, or take
pub ic transponation,
. Trave less: The Freakonomics
phenomenon in large enterprse
blsiness travel is that execr,rtives
are encouraged to lly more becalse
they are accumuating fiee miles for
personal trave, ldenUfy non€ssential
travel. Drlvng efficiency nto business
tfavel can signiiicantly improve rhe
bottom ine. Some appointments can
be done on the phone. Use SKYPE
ts free. Do a cost ana y€is of the new
generation olv deo conferencing. which
is dynam caly changing rhat flnction
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' Buy regiona ly: the further a
product is transported, the greatef the

. Choose energJi€ffcient equipm€nt
lrom compltersto pr ntersand copiers.
. Use suppliers with buy-back

schemes for od complters.
. ELry sustainable office ceaning
products that don t nclude dangerous
petrochemicals. Th s wi I mprove the
health of employees, whie reducing
green housegases em tted through the
product rf anufacturing and I fe cycle.
. Swtch io compact fluorescent
ighting.
. Purchase a \rater filter system and
dispenser, therebyredrcingthe burn ng
of fossil fuels used n the packagng
and de ivery of botled water.
. Use dr nk ng glasses that can be
washed and reused.
. Pant at east one rea potted
pant in each room of the office to
offset emissions. Throw out synthetic
plants that release Voiatle Organic
Compounds, which are hazardous to
your respiratory health_
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t Eliminate unnecessary products
ma n ufactured from pevochern icals such
asStyfofoam (wh ch neverbionegrades)
and pastc cups, plastic bottles (which
iake 100 years to biMegrade); and
although some are recycable, plastc
bottles and bags are polllt ng our food
and natural resources. The greenhouse
gases emrtted in thelr man ufacturinga nd
transportatEn are massive, There afe
affordable boiegradable alternatives
produced regiona ly from natura resins

. When purchas ng, consider the
packagingofal products: less is more.

TheAsian Prod uctivity Orga n sation
publrshes annual ly an Eco Products
Dir€ctory for Susta nable Production
and consumption (a critical resource
for every office).An abundance of
infofmation and lea rn ing opportu n ties
are ava lable onlne, ncluding l inks to
all country boards in Asia. (www.apo.
tokyo.org) -*,
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