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Green Office Guide

Overview

This document is meant to provide guidance to offices seeking Green Office Certification through the
Penn Sustainability Office. The guide is organized according to activities on the Green Office Certification
Checklist.

To become certified, you must complete and submit the Green Office Certification Checklist and the
Green Office Certification Application Form to sustainability@upenn.edu. You can find both documents
on bit.ly/greenofficecert.

Please include in your email the subject line “Green Office Certification - [office name]” when submitting
your materials.

About Green Office Certification

Offices represent a significant portion of campus energy, transportation emissions, material use, and
waste. The Penn Sustainability Office recognizes the efforts of staff and faculty to make their daily
activities more environmentally friendly by offering four levels of Green Office Certification.

Participating offices earn points by completing specific sustainability actions, which are assigned point
values based on their impact and level of difficulty to implement. There are 200 possible points that can
be earned. Many actions can be implemented at no cost. Others may have a cost associated with the
initial implementation but result in operational savings over time. No office is expected to implement all
the actions listed in this document. Points required for certification are:

e LEVEL1-50POINTS

e LEVEL 2-100 POINTS
e LEVEL 3 -135POINTS
e LEVEL4-170POINTS

All participating green offices will receive an emailed certificate celebrating their achievement, and will
be acknowledged on the Penn Sustainability Office website and other publications for their positive
contribution to sustainability at Penn. Offices that achieve Level 3 and 4 Certification will also receive a
physical plaque and have photos taken for social media spotlights. Certification is valid for 3 years from
the date of the award. To recertify, an office must submit a new application.

Sustainability staff are available to talk with your office about the Green Office program and to assist
your office in reviewing its operations and selecting the appropriate level of certification. To set up a talk
or get assistance for your office, email sustainability@upenn.edu.



mailto:sustainability@upenn.edu
mailto:sustainability@upenn.edu?subject=Green%20Office%20
mailto:sustainability@upenn.edu?subject=Green%20Office%20

TIP: Use the document’s search function (CTRL + F) to quickly find specific Green Office Certification
actions from the Checklist.
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WASTE

W.PreReq We pair trash and recycling bins in meeting rooms, conference rooms, and
classrooms, and these bins are clearly labeled with the up-to-date signage found on the Penn
Sustainability website.

Locating the bins next to each other in convenient locations is the University standard for encouraging
users to easily separate their waste.

Instructions: Building Administrators install bins and bin signage. Contact your Building Administrator in
order to purchase the necessary black or grey (trash) and blue (recycling) bins and label them on arrival.

e Print-out posters: Recycling & Waste | Penn Sustainability
e Bin pairing information: Bin Pairing Standards | Penn Sustainability
e Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building

W.1 We conducted, or hired a consultant to conduct, an audit of our waste stream.

A waste audit is an analysis of your office waste stream. It tracks the type of waste your office generates
and how much of each type goes to recycling or waste facilities. Your office can use this data to identify
ways to reduce waste, increase recycling, and determine the potential for cost savings.

Instructions: A waste audit can either be conducted in-house or through an outside contractor. To
conduct an in-house waste audit, here are some resources to follow:

e Conducting an Office Waste Audit | Sustainability at NIU | Northern Illinois University

e How to Conduct a Waste Sort

e Conducting a Waste Audit | CuyahogaRecycles

e How to Conduct a Waste Audit at Your Company: A 5 Step Guide | Recycle Coach Solutions
e TRUE Home Zero Waste Audit.pdf

e Household-Waste-Audit-2020-2.pdf

W.2 We have held at least one Office Clean Out Day that promoted recycling and reuse in the
past year.

Reuse and recycling reduce the raw materials and energy used to create new items, and reduce the
amount of waste generated. Reuse also reduces the costs of purchasing new materials. An office cleanout
is an opportunity to declutter offices spaces and promote reuse and recycling, and identify if there are
new processes and specialty recycling containers that would benefit the office.

Instructions: See the Office Clean Out Guide in Appendix.

W.3 We set double-sided printing as a default on our office computers, and we placed a
visual prompt on our copy machine to remind members of our office to double-side copy.

Pulp and paper mills are among the worst polluters to air and water of any industry in the country. Double-
sided printing reduces the amount of paper used per printout.

Instructions to set up double-sided printing as the default on a Dell:

a. Go to search bar, find "control panel"


https://sustainability.upenn.edu/campus-initiatives/recycling-waste
https://sustainability.upenn.edu/resources/bin-pairing-standards
https://www.facilities.upenn.edu/contacts/building
https://www.niu.edu/sustainability/get-involved/green-office/waste-audit.shtml
https://www.epa.gov/sites/default/files/2016-03/documents/wastesort.pdf
https://cuyahogarecycles.org/waste_audits/
https://www.recyclecoach.com/blog/how-to-do-a-waste-audit-for-your-company-quick-10-min-checklist
https://true.gbci.org/sites/default/files/resources/TRUE%20Home%20Zero%20Waste%20Audit.pdf
https://stlcityrecycles.com/wp-content/uploads/2020/08/Household-Waste-Audit-2020-2.pdf

b. Search "printer." It could be under Hardware and Sound, Bluetooth & Devices, or another
category.

Click 'printer' or 'printers & scanners'

Click your default printer. If you don't know, you can ask IT.

Click 'Printing Preferences'

Click 'Print on Both Sides'

Click OK to apply changes

Repeat steps for all printers you use

S® o0 a0

Mac - Print double-sided pages with your Mac - Apple Support

Printers must have a duplex tray to take advantage of this option. Check with your IT staff to determine if
one needs to be ordered. In some instances, your IT staff needs to make these changes for users. A sign
reminding staff to reduce paper use can also be posted on your copiers and printers. See Appendix for
sample printable tsign.

Note that you can change individual jobs to single-sided printing when necessary.

W.4 We keep a stack of used paper near printers, or loaded into a designated bypass tray, to
be reused for scratch paper or internal documents.

Instructions to load paper in bypass tray:

1. Open bypasstray and place paper from scratch pile on tray, blank side down. When loading paper
in the bypass tray, the side facing down is the side that is printed on.
2. Inthe printing menu, select bypass tray as the paper source.

W.5 Managed Print
a) We have installed toner auto-replenishment software to eliminate keeping excess toner in inventory.

b) We have eliminated all personal printers and utilize a shared, networked print environment only.
c) We have completed a managed print assessment with our preferred Managed Print Services supplier
and implemented the resulting recommendations, including eliminating most/all personal printers.

To learn more about the Penn Managed Print Services program, visit the Penn MPS website:
https://procurement.upenn.edu/pages/default-about/the-penn-managed-print-services-mps-program

Instructions: Contact your IT support to discuss. Consider whether there are printers that are only used a
few times a day or if there are any unnecessary desktop printers. These are examples of potential
opportunities to eliminate a printer and still have sufficient capacity. You may also consider keeping the
extra printer(s) unplugged except for times of larger print volumes if they are not used daily but the

office does have occasional instances when it needs higher capacity.

IT support for staff: Faculty & Staff Support Directory | Information Systems & Computing



https://support.apple.com/guide/mac-help/print-double-sided-pages-mchl0e97f8b7/mac
https://procurement.upenn.edu/pages/default-about/the-penn-managed-print-services-mps-program
https://isc.upenn.edu/faculty-staff-support-directory

W.6 We have a designated area in our office for sharing reusable office supplies (file folders,
binders, pens, paper clips, etc.).

Reuse is the most preferable options in the waste hierarchy.

Instructions: Designate a conveniently located area or shelf for reusable supplies. Speak with the person
in your office in charge of supply purchases and ask them to encourage reuse as a way to reduce
unnecessary purchases and waste. Encourage staff to collect reusable supplies at office cleanouts.\W.7
Our common area does not use single-serve coffee machines (e.g., Keurig) unless the pods are
properly composted, recycled, or reused.

Many offices use Terracycle for coffee capsules: https://shop.terracycle.com/en-US/products/coffee-
discs-zero-waste-boxes

W.8 We have replaced disposable plastics in the kitchen or common spaces with reusable
ware (mugs, dishes, utensils, etc.).

Learn more about the environmental impacts of paper coffee cups: The anatomy of a cup | Where
business meets science

Suggested instructions:

- Determine whether you will replace disposables with reusables that are washed and shared, that
people keep at their own desks, or a combination.

- Determine what to offer to guests.

- Develop a communication strategy, that may combine flyers and emails, to roll out the initiative.

W.9 We have installed a water bottle filler station (e.g., Elkay or Quench).
Providing a hydration station encourages reusable bottle use.

Instructions: Contact your Building Administrator to discuss the possibility of installing a Quench filter OR
activated carbon filter. Educate members of the department on the usage and purpose of the new
filtration system or water filter. Quench USA is a University preferred contract supplier for point-of-use
water filtration units and ice makers.

e Instructions on purchasing Quench USA products from Penn Purchasing:
https://procurement.upenn.edu/pages/supplier-database/408045
e Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building

W.10 We do not provide any single-use plastic water bottles and have eliminated the option
to purchase them in vending machines.

Especially if you have water bottle filler station, consider making an office policy to eliminate bottled water
purchases. If possible, provide reusable cups at office meetings for guests.

W.11 Before disposing of unwanted equipment, furniture, and supplies, we list them on
BEN’s Attic, try to donate them, or work with our suppliers to take them for their recycling or
refurbishing programs.


https://shop.terracycle.com/en-US/products/coffee-discs-zero-waste-boxes
https://shop.terracycle.com/en-US/products/coffee-discs-zero-waste-boxes
https://insights.basf.com/pulp-paper/article/read/anatomy-of-a-cup#:~:text=Did%20you%20know?,can%20process%20plastic%2Dcoated%20cups.&text=An%20estimated%2050%20billion%20cups,ends%20up%20where%20it%20should.&text=You%20can%20support%20recycled%20content,bins%20they%20provide%20in%2Dstore.
https://insights.basf.com/pulp-paper/article/read/anatomy-of-a-cup#:~:text=Did%20you%20know?,can%20process%20plastic%2Dcoated%20cups.&text=An%20estimated%2050%20billion%20cups,ends%20up%20where%20it%20should.&text=You%20can%20support%20recycled%20content,bins%20they%20provide%20in%2Dstore.
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Instructions: Learn how to post used furniture on BEN’s Attic: https://upenn.unl.edu/default.aspx

You can often work with your furniture and equipment suppliers to take unwanted equipment for their
recycling or refurbishing programs. When purchasing new furniture, ask the furniture dealer if they have
a recycling or refurbishing program for old furniture. If the dealer does not have a program or will not
recycle the used furniture, you can recycle the furniture through eForce or Elemental, two Penn approved
vendors.

e Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building

e eForce: www.eforcecompliance.com

e Elemental: http://eleminc.com

Find more information on the Sustainable Furniture Guide:
https://www.sustainability.upenn.edu/resources/sustainable-furniture-purchasing-guidance

W.12 We have developed a targeted communications campaign or an action plan for improving
the proper sorting of at least one item in our waste stream.

Based on an assessment of your waste streams (this can be informal), identify an item that gets improperly
sorted in the trash or recycling. Develop and execute a plan for educating the office on how to properly
sort this item. Action plans might look like putting up targeted signage about this item or sending targeted
communications to staff. Examples in appendix.

W.13 We regularly review proper recycling practices at staff meetings or via email to ensure
that all members of our office are aware of the procedures and can ask questions.

Information that can be included in a presentation or email:

Penn uses single-steam recycling. This means that all recyclable items can be placed together in the same
bin. Some areas on campus still have separate bins for "Mixed Paper" and "Plastic/Glass/Aluminum", but
all recyclables go to a single stream recycling facility. When the recyclables are taken to the recycling
facility, machinery sorts them so that they can be recycled appropriately.

e Review information on proper recycling on the Penn Sustainability website.

e Review a recorded presentation of what happens to recycling after it’s taken from campus.

If you provide boxes/recycling opportunities for specialty items, such as pens, cell phones, e-waste,
include that in your presentation.

W.14 We have eliminated desk-side trash containers and switched to desk-side recycling with
central trash locations and/or mini-bins for desks to hold trash.

Desk side recycling can help improve participation rates by making recycling easier. Switching to central
trash means that occupants must make an extra effort to place things in the landfill stream, which can
reduce trash volumes. It also significantly reduces the amount of trash liners used, streamlines
housekeeping, supports pest control, and encourages occupants to stand up more regularly. If your office
is not ready to completely remove desk side trash, unlined desktop mini-bins for non-food items is a great
start. It can be responsibility of each employee to empty his or her mini-bin into a centralized trash
location.


https://upenn.unl.edu/default.aspx
https://www.facilities.upenn.edu/contacts/building
http://www.eforcecompliance.com/
http://eleminc.com/
https://sustainability.upenn.edu/campus-initiatives/recycling-waste
https://climateweek.provost.upenn.edu/event/beyond-bin-demystifying-journey-waste-penn

Multiple offices at Penn use mini-bins purchased at Mini Bin — CleanRiver

Instructions:

1. Work with Building Administrator to purchase desk-side recycling bins and/or mini-bins for all
staff.

2. Work with your housekeeping team to prepare for the change.

3. Ensure the office has enough centralized paired recycling and trash bins.

4. If more centralized bins are needed, work with your Building Administrator to install and label
those first.

5. Replace personal waste bins with mini-bins.

6. Communicate the change to staff. Provide staff with information about why this program is
important and how it will work. Ensure employees understand what should be recycled desk-
side and what must be thrown away in the central trash bins. Sample emails, signs, and fact
sheets in appendix.

7. Contact sustainability@upenn.edu for support if needed.

W.15 We recycle Inkjet and LaserJet cartridges.

Business Services has joined with Telrose Corporation and Office Depot to provide easy and convenient
recycling programs for all used ink and toner cartridges. Rather than shipping these cartridges individually,
Telrose is consolidating shipments for the entire University. Your Telrose delivery person will pick-up used
cartridges from your office, palletize them, and ship them in bulk to the manufacturer.

Instructions: To request a pick-up of your used cartridges, or if you need a free collection box, send an
email with your name, address, and suite/office to support@telrosecorp.com. It’s easy, convenient, and
free!

Read about this program: Recycling & Reuse Programs at Penn | Penn Procurement Services

W.16 We do a large e-waste drive at least annually and we recycle all electronics that leave
our office.

E-waste contains many harmful materials that should not be taken to landfills. They can be recycled with
specialty recycling and reused.

Instructions: EHRS provides a number of ways to recycle e-waste and ensure its proper disposal:
https://ehrs.upenn.edu/health-safety/regulated-waste/computer-electronics-battery-recyclingdisposal-

options

To recycle all office electronics:

1. Select arecycling vendor.
2. Create an office policy that all discarded electronic equipment is to be recycled through that
vendor.

To host an office e-waste collection drive for staff and faculty:


https://cleanriver.com/product/mini-bin/
mailto:sustainability@upenn.edu
mailto:support@telrosecorp.com
https://procurement.upenn.edu/sustainable-purchasing/green-products-and-services/recycling-programs
https://ehrs.upenn.edu/health-safety/regulated-waste/computer-electronics-battery-recyclingdisposal-options
https://ehrs.upenn.edu/health-safety/regulated-waste/computer-electronics-battery-recyclingdisposal-options

1. Be aware that most vendors, such as Elemental and eforce that have University contracts, will
charge for recycling services. Because of this, you may consider coordinating your drive with other
offices on your floor or in your building to reduce costs.

2. Publicize your event with announcements at office meetings, through an office email, and/or
posters. Remind office members well in advance and again right before the event.

3. Make sure the collection location is central and easy to find. Work with your IT staff so you have
their technical help on the day of the event if needed.

W.17 We use rechargeable batteries instead of disposable ones at least 50% of the time.

Batteries contain harmful materials such as mercury and lead that should not be thrown in landfills. Using
rechargeable batteries reduces disposal of these harmful materials.

Instructions: Identify which electronic devices can use rechargeable batteries. Purchase a battery charger
and rechargeable batteries for portable electronic devices in the office. Store and label these in a central
location and inform office members of their existence and location. Remember to unplug the charger
when it is not in use.

For safe battery disposal, see EHRS: https://ehrs.upenn.edu/health-safety/regulated-waste/computer-
electronics-battery-recyclingdisposal-options

W.18 We provide a well-publicized box for recycling specialty items like writing implements,
batteries, eyeglasses, masks or gloves, and other items.

Locations across campus collect specialty items. Find them on the Penn Sustainability Specialty Recycling
Map: https://sustainability.upenn.edu/resources/specialty-recycling-collections-map

Instructions: In your own office, select a speciality recycling collector and identify who is responsible for
arranging and monitoring collections. Find a convenient, central location within the office where these
items can be regularly collected and cearly label the bins. Inform office members of the bin location and
educate them on what can be collected.

Resources for finding specialty recycling programs:

e TerraCycle
e eForce Recycling Philadelphia - Eco-Friendly Electronic Waste Solutions.

e Electronics & Computer Recycling Services - Elemental Inc.

e Home - resourcePhilly

TerraCycle, eForce, and Elemental are locally operated University approved vendors.

Learn more about recycling and reuse programs and partnerships at
https://procurement.upenn.edu/sustainable-purchasing/green-products-and-services/recycling-

programs

W.19 We use refillable or bulk containers for sugar, creamer, and condiments for staff and
visitors.


https://www.terracycle.com/en-US/
https://www.eforcecompliance.com/
https://eleminc.com/services/
https://resourcephilly.org/
https://procurement.upenn.edu/sustainable-purchasing/green-products-and-services/recycling-programs
https://procurement.upenn.edu/sustainable-purchasing/green-products-and-services/recycling-programs

If you currently stock the kitchen with mini disposable condiments, sugar packets, creamers, etc. consider
if you can switch these to bulk dispensers. Options range from cheap manual dispensers to more
expensive dispensers with automatic, portioned distribution. Discuss any concerns about this switch with
your staff to see how to develop the program.

W.20 We provide a compost bin in our staff kitchen as well as appropriate training on keeping
it uncontaminated.

Composting at Penn is arranged through the external vender Bennett Compost:
https://www.bennettcompost.com/

Reach out to admin@bennettcompost.com to discuss the best system for your kitchen. They can offer
suggestions related to bin size, pickup frequency, staff training, and bin locations for regular use, pickup,
and dropoff. Some offices keep a larger Bennett bin in a loading dock and empty a smaller kitchen bin into
it daily, and roll out the larger bin out for catered events. There are many different systems to discuss
based on your office. Reach out to admin@bennettcompost.com or sustainability@upenn.edu with
questions.

PURCHASING

For help with this section, it’s useful to visit procurement.upenn.edu/sustainable-purchasing

P.1 We have a comprehensive inventory of office and other consumable supplies to avoid
over-ordering.

Reducing excess orders reduces the waste associated with manufacturing and delivery.
Instructions:

1. Review existing stock and create a supply list. Be sure to look in all storage locations and back
corners. Consider including office supplies, kitchen supplies, and anything else purchased
regularly for the office. Consider asking office members to clean out their desks to check for
everything to include in the inventory.

2. The list should be in a form that can be easily updated as supplies run out and new supplies are
ordered.

3. Ensure purchasing staff review the list before purchasing additional stock. If your office has
multiple purchasers, ensure that each has access to the list and can update it as orders are made.

4. Make it standard procedure to update the list every time supplies are ordered and used.

P.2 We consolidate orders so that we do not make single-item purchases:

a) Less than S50
b) Less than 5100

c) Lessthan 5200
Order consolidation reduces transportation and packaging emissions and waste.

Instructions:

1. Inform the purchasing team and office members of this process and why this is important.


https://www.bennettcompost.com/
mailto:sustainability@upenn.edu

2. Ask purchasing to keep track of order requests until they reach the desired total.

3. Depending upon your office’s purchasing needs, this may simply mean placing orders once a week
or every two weeks. Selecting a standard day for ordering can also help office members anticipate
and plan around ordering times.

P.3 We purchase copy/printer paper with a minimum:
a) 30% post-consumer waste content OR
b) 100% post-consumer waste content
c) AND Chlorine-free
d) AND Forest Stewardship Council (FSC) certified
P.4 We purchase letterhead, envelopes, and business cards with a minimum:
a) 30% post-consumer waste content OR
b) 100% post-consumer waste content
c) AND Chlorine-free
d) AND Forest Stewardship Council (FSC) certified
P.5 We purchase janitorial paper (toilet paper, tissues, and paper towels) with a minimum:
a) 30% post-consumer waste content OR
b) 100% post-consumer waste content
c) AND Chlorine-free
d) AND Forest Stewardship Council (FSC) certified
P.6 We purchase folders, notepads, post-it notes, or other paper products with a minimum:
a) 10% post-consumer waste content OR
b) 30% post-consumer waste content OR

c) 100% post-consumer waste content

Post-consumer waste (PCW) means the material comes from products people already used and
recycled. 100% PCW doesn’t use any virgin tree fiber. Chlorine bleaching can create harmful by-products
that contaminate water and air. The Forest Stewardship Council certifies that products are made from
responsibly managed forests.

University-preferred supplier Supra-W.B. Mason sells copy/printer paper with post-consumer waste
content and Forest Stewardship Council (FSC) certifications.

P.7 We have replaced solvent-based permanent ink markers/pens with water-based ones.
Water-based ink is more biodegradable and emits fewer VOCS. This reduces air pollution and allows the
paper to be recycled without contaminating waterways. Learn more.

Search “water-based pen” or “water-based marker” on Penn Marketplace. They have a green product
flag.

P.8 We purchase only remanufactured laser and copier toner cartridges, or laser and copier
toner cartridges with at least 50% recycled content.


https://arrsys.com/why-water-based-pigment-inks-are-the-future-of-sustainable-packaging/
https://procurement.upenn.edu/making-purchases/penn-marketplace

Learn about the environmental impacts of toner cartridges: https://www.ecyclegroup.com/recycling-
facts.aspx.

Select the “Green” and “Recycled” product flags on Penn Marketplace when searching for toners.

P.9 We require our external printing contractor to use:
a) Paper with 30% post-consumer waste content OR
b) Paper with 100% post-consumer waste content
c) Vegetable-based inks for all publications
d) Forest Stewardship Council (FSC) certified

Instructions: Visit Penn Print and Interactive Communications: https://cms.business-
services.upenn.edu/publications/ or Wharton Printing: https://printing.wharton.upenn.edu/ to find
vendors.

When placing your order, inquire about using vegetable-based inks (ex. soy) and recycled paper content.

P.10 We ask our designer to design publications that require fewer varnishes and coatings,
and can be easily recycled.

Reducing varnishes and coatings reduce the use of chemicals associated with these materials and ensures
the product is easily recycled.

Instructions: Visit Penn Print and Interactive Communications: https://cms.business-
services.upenn.edu/publications/ or Wharton Printing: https://printing.wharton.upenn.edu/

To create recyclable publications, talk to your publication designer regarding the desire for fewer
varnishes and coatings.

P.11 For new office furniture:
a) We reuse furniture from BEN’s Attic before purchasing new office furniture.
b) We buy refurbished furniture.

c) We follow Penn's Sustainable Furniture Purchasing Guidelines for purchasing new office furniture.
Recycled, reused, and refurbished furniture reduces the use of raw materials and energy required to
create new furniture. Local reuse also reduces the energy associated with transporting furniture to
campus.

Instructions: Visit BENS’s Attic: https://upenn.unl.edu/

Find guidance on Penn Sustainability’s Sustainable Furniture Guide:
https://www.sustainability.upenn.edu/resources/sustainable-furniture-purchasing-guidance

P.12 All of our computer purchases meet at least EPEAT silver standards.

EPEAT-registered products meet strict environmental criteria that address the full product lifecycle, from
energy conservation and materials extraction to product longevity and end-of-life management. EPEAT-
registered products offer a reduced environmental impact across their lifecycles.
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https://printing.wharton.upenn.edu/
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Instructions: Search the EPEAT Registry for the type of computer to see the available options OR check
the certification of the computer you want to purchase by going to the search site:
https://www.epeat.net/

P.13 Any new equipment we purchase is ENERGY STAR rated, if applicable. If ENERGY STAR is
not available, we work with our vendor to purchase the most efficient option.

ENERGY STAR rated equipment uses at least 40% less energy and saves money. These devices also run
cooler and last longer than standard machines.

Instructions: Click the “Energy Star” product flag in the lefthand column of Penn Marketplace.

EVENTS

For help with this section, it's useful to visit Catering@Penn at procurement.upenn.edu/making-
purchases/find-a-supplier/caterers

V.1 We have caterers provide drinks, snacks, and meals in bulk rather than individual

containers and avoid purchasing boxed meals.
Bulk containers reduce the waste associated with individual packaging.

Instructions: Ask your caterer to provide drinks and snacks in bulk containers or family style trays instead
of individually packaged drinks and snacks.

V.2 We have a policy of only using Sustainability Level 3 or Level 4 caterers, as identified on
the Catering@Penn page, whenever possible.

The University has developed four tiers for suppliers based on their environmental sustainability, with
Level 4 being the most environmentally sustainable. Level 3 caterers do not use straws or Styrofoam,
can use reusable or recyclable wares, and 50% or more of their food is locally sourced. Level 4 caterers,
in addition to the Level 3 capabilities, also have the ability to compost event waste and compost at their
own facilities.

Find catering levels: procurement.upenn.edu/making-purchases/find-a-supplier/caterers.
V.3 We include at least 50% non-beef or dairy main courses in all our orders.

V.4 At least 50% of our events or conferences are paper-free and only provide materials
electronically.

Instructions: Provide materials, such as an agenda or slides, in advance. Ask attendees to print only when
necessary. Project the agenda and other relevant materials on a screen in the meeting room.

V.5 We only purchase giveaway items that are made of recycled material or that are reusable
items that replace disposables one (e.g., a reusable coffee cup).

Tips for reusable swag: Greener Giveaways Guide | Waste and Recycling | The Office of Sustainability |
UMass Lowell. Consider items that will be useful as well as reusable!
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V.6 We transformed one of our catered events/meetings into a zero-waste event, using
guidance from Penn Sustainability.

Zero-waste events mean that less than 10% of the waste generated at the event (measured in weight) is
sent to landfill or incineration. Unless using all reusable wares and utilizing all food, catered zero-waste
events generally require composting to divert leftover food and disposable serveware from the landfill.
The Penn Sustainability office is developing a guide for zero-waste events. Reach out to
sustainability@upenn.edu  for more information on how to receive this credit.

V.7 We transformed a recurring catered event with over 25 people into a recurring zero-waste
event, using guidance from Penn Sustainability.

The Penn Sustainability office is developing a guide for zero-waste events. Reach out to
sustainability@upenn.edu for more information on how to receive this credit.

V.8 We have a policy that all our catered events use properly paired and labeled recycling,
waste, and compost bins and conduct proper zero-waste event practices to keep the bins
uncontaminated.

The Penn Sustainability office is developing a guide for zero-waste events. Reach out to
sustainability@upenn.edu for more information on how to receive this credit.

ENERGY

For help with this section, it’s useful to arrange a meeting with your IT staff: Faculty & Staff Support
Directory | Information Systems & Computing

E.1 We have control over our thermostat and keep it set at 68 for heating and 78 for cooling.
Maintaining the 68/78 temperature settings saves energy by preventing over heating or cooling the office
space.

Instructions: If your office controls their own thermostat, assign one person to monitor the thermostat
and regulate the temperature as per the above settings. Inform the office of the new policy and remind
members to dress appropriately.

E.2 We have coordinated with our Building Administrator to identify areas that do not require
heating and cooling during off-hours, breaks, or other periods of time.

Removing areas from unnecessary thermal control can result in significant energy savings, particularly
during weekends and extended break periods.

Instructions: Work with your office Building Administrator to identify appropriate spaces. Building
Administrator Listing: https://www.facilities.upenn.edu/contacts/building

E.3 We leave clear space in front of all our radiators and vents.
Leaving radiators and vents clear allows for better airflow within the office. This allows the radiators and
vents to heat and cool the space more efficiently, using less energy and saving the office money.
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Instructions: Inform your office of the new clear space policy and ask for their help and cooperation in
keeping these areas clutter free. Identify one person in your office who can be in charge of regularly
checking radiators and vents to ensure that they are not blocked and open space is maintained around
them.

Penn Facilities continually works to address temperature fluctuations and issues in campus buildings that
they are made aware of. It is most efficient if these issues are collected by one office member and reported
together.

Instructions: Identify one person within your office who can collect office complaints about temperature
issues and fluctuations. This person should regularly report these issues to the Building Administrator so
they can work with Facilities to fix them where possible.

Resources: Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building

Sleep mode uses less energy than a full power state for these devices, and because many are used
infrequently throughout the day, significant energy and money can be saved by allowing them to fall into
sleep mode while idle. Sleep mode also helps these devices last longer. ENERGY STAR copiers should be
enabled to go into low power mode after 15 minutes of inactivity and “auto-off” after 90 minutes, or less,
of inactivity.

Instructions: Contact your school’s IT coordinator to set up sleep mode and auto-off on communal copiers
and printers. IT support for staff: https://isc.upenn.edu/faculty-staff-support-directory

The smallest electric space heaters can use about 10,000 BTUs per hour. Larger electric space heaters may
use over 40,000 BTUs per hour. In addition, using space heaters can throw off the central heating control
sensors and create an uncomfortable temperature environment for others in the office.

Heating desk warmer pads are an alternative to space heats. Staff should also be encouraged to keep
sweaters, fingerless gloves, and/or shawls or blankets at their desk to provide additional warmth as
needed.

Instructions:

1. Create a policy prohibiting use of space heaters in your office.

2. Inform all staff of the new policy by email and at staff meetings.

3. Identify all current space heaters and ask the staff person to remove it from the office. Consider
if purchasing heating desk warmers as a replacement would support staff with the transition.

See the University’s policy around space heaters:
https://www.publicsafety.upenn.edu/files/2022/03/Guideline_12. Portable-Electric-Heaters.pdf
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E.7 We enabled the recommended power management settings on our computers. We shut off
our monitors and/or manually send our computers into energy saving modes (standby or
hibernate) when not in use.

Microsoft Windows Instructions: https://support.microsoft.com/en-us/windows/shut-down-sleep-or-
hibernate-your-pc-2941d165-7d0a-a5e8-c5ad-8c972e8ebeff

Mac Instructions: https://macbookjournal.com/mac-sleep-modes-explained/

Contact your IT support to enable power management settings if you do not have permission: Get IT Help
| Information Systems & Computing

E.8 We have arranged with our IT group to be able to shut down our computers at night and it is now
office policy to shut down computers at the end of the workday.

Computers continue to draw electricity while in sleep mode.
Instructions:

1. Identify the hours during which the computers in your office are in use. For example, if the first
staff arrive starting at 7:30 and the last leave around 6:00, then there is an opportunity to
implement a computer shut down policy.

2. Contact your IT staff to discuss, including arranging regular update times when either they can
centrally turn on the computers or have users can leave their computers on. A trial period or pilot
project may need to be utilized before full implementation to work out specific operational
details.

3. Create a policy that documents the procedures for staff to follow.

IT support for staff: Faculty & Staff Support Directory | Information Systems & Computing

E.9 We have converted or are converting our office to virtual desktops

Virtual desktops eliminate the need for CPUs at every desk. This reduces the energy use per desk as well
as the amount of material and energy used to produce and dispose of CPU’s, thus reducing the life-cycle
costs involved in operating an office full of computers.

Instructions: Converting to virtual desktops is a significant investment, which may not be applicable for all
office situations. It is also something which cannot be done overnight and is best handled at a school or
center level. It is a project that needs to be driven and managed by the IT department.

Talk with your IT staff to see if it is something they have thought about and whether they feel it would be
beneficial for the office. If so, find out what type of support from the office they feel would be beneficial
in moving this forward.

IT support for staff: Faculty & Staff Support Directory | Information Systems & Computing

E.10 We use power strips to control energy use.
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a) We use “smart strips” for electronics, chargers, and appliances/devices with digital clocks and
program them to shut off each night.

b) We use power strips and surge protectors with an on/off switch for electronics, chargers, and
appliances/devices with digital clocks and switch them off each night.

Most electronic devices, chargers and any device with a digital clock continue to use electricity when
turned off. These are referred to as “vampire” loads. Turning off power strips is the equivalent to
unplugging the devices and eliminating the “vampires.”

Instructions: Identify the type of power strip you want to use for your office. There are some with switches
available through Supra-WB Mason and listed on Penn Marketplace. Different strips may be best suited
for different groupings of devices, depending upon location and the type of access or control available.

Penn Marketplace: procurement.upenn.edu/making-purchases/penn-marketplace

IT support for staff: Faculty & Staff Support Directory | Information Systems & Computing

E.11 We encourage our staff to recycle or donate old computer equipment.
Computer equipment is updated and made more efficient with each new model. Recycling the energy
“hogs” among your computer equipment can significantly reduce office energy use.

Instructions:

a) Ask staff to identify if they have:
a. Computer monitors that are more than 8 years old,
b. Computers that are more than 4 years old, or
c. Printers that are more than 5 years old.
b) Create a list, from oldest to newest, of equipment that should be replaced or budgeted for
replacement.
c¢) When new equipment is purchased, require the user to recycle the old equipment before they
can receive the replacement. See the electronics recycling tips under the waste section for more
information.

E.12 We send, or will send, an e-mail to our staff before holidays and breaks containing an
energy saving checklist for leaving their office.

Unplugging electronics over extended breaks reduces energy consumption, as many of these devices
continue to use a small amount of energy while powered off but still plugged in. Closing blinds will reduce
energy loss through windows and excess heating from direct sunlight.

Sample Checklist:

e Unplug electronics at the source

e Turn off all lights

e Close all blinds

e Close windows tight

e Turn down air conditioning (raise temperature) and heating (lower temperature) if you have the
controls.
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o Tightly turn off faucets and report any leaks
e Water plants

Resources:

e |T support for staff: Faculty & Staff Support Directory | Information Systems & Computing
e Facilities Service Request: Maintenance and Renovation | University of Pennsylvania Facilities and
Real Estate Services

E.13 We have worked with our Building Administrator to assess overhead lighting lumens/foot-
candles in the office and switch to more energy efficient bulbs where possible.
Instructions:

a) Contact your Building Administrator to set up a time to assess overhead lighting and identify
places where you could consider switching to more efficient options.

b) Work with your Building Administrator to make a plan for making the lighting changes deemed
appropriate.

Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building (search by building)

E.14 We have converted all lights to LEDs or CFLs.
Energy efficient bulbs can use up to 75% less energy while producing the same amount of light output.
They also last six-ten times longer, and can reduce energy bills.

Instructions: Work with your Building Administrator to make a plan for making the lighting changes
deemed appropriate.

Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building (search by building)

E.15 All of our workstations and desks have task lights fitted with CFLs or LEDs, which we use
when working after hours, times that the office is mostly empty, or other times when full
overhead lighting is not necessary.

Turning off overhead lights and using only the necessary lighting can reduce energy use and bills.

Instructions:

1. Purchase individual lights for all desks and workstations.

2. Identify times and areas where overhead lighting can be turned off.

3. Create an office policy that overhead lighting should be turned off at designated times, when the
office is mostly empty, or when full overhead lighting is unnecessary.

4. Inform the office of this policy and ensure individuals have appropriate lighting to complete their
work without overhead lighting.

To purchase task lights, visit Penn Marketplace: https://procurement.upenn.edu/making-
purchases/penn-marketplace

To contact building administrator to install task lighting:
https://www.facilities.upenn.edu/contacts/building
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E.16 All manually operated light switches have a reminder sticker to encourage occupants to
conserve energy and turn off the lights when they leave.

Turning off lights and using natural lighting is more energy efficient and reduces energy costs. It also
installs the habit of turning off lights in general.

Instructions:

1. Conduct on inventory of lights in your office that do not use sensors to turn off automatically

2. Contact your building manager to inquire about the types of stickers you can adhere to your
building walls

3. Discuss with the appropriate staff in the office which sticker aesthetic is the best choice.

4. Place the stickers near all manual light switches.

It can be helpful to pair new stickers with temporary flyers that remind people that turning off the lights
is an expected office practice.

Flyer and stickers suggestions in Appendix.

E.17 We prioritize closing and opening blinds/shades to allow heat in, trap heat, or reduce heat
capture in winter or summer. We have appointed an individual to be responsible for opening
and closing them every day.

Shades and blinds can reduce excessive heating of the office space in the summer and reduce excessive
heat loss from office space overnight during the winter. This can reduce the energy needed to maintain
the appropriate temperature in the office and increase occupant comfort.

Instructions:

1. Identify the parameters or decision factors for blind/shade use, ex. time of day, weather
conditions, etc.
o Insummer — close blinds during the day to prevent excess heat capture.
o Inwinter —open the blinds during the day to allow the sun to warm your space. Close the
blinds in the evening to trap heat in the building.
2. Document the parameters and decision factors in a policy.
3. Identify a person in the office (and a backup) responsible for operation of blinds/ shades.
4. Inform staff of the new policy.

E.18 Microwaves, coffee makers, small appliances, printers, copiers, etc. are unplugged at night
by a designated person or are programmed to shut off through a timer or plug load controller.
Most small appliances, electronics, and any device with a digital clock continue to use electricity when
turned off. These are referred to as “vampire” loads.

Instructions:

1. Identify the appliances to be unplugged or programmed to shut off.

2. Determine whether you will be unplugging appliances or programming them to shut off through
a timer or plug load controller.

3. If you are interested in using a plug load controller, contact your building administrator and IT
staff to discuss. This is not a good idea for all appliances and all locations.



4. |If you are unplugging appliances manually, identify a person in the office (and a backup)
responsible for this task. If you are programming appliances, ensure you have the proper
equipment, or purchase the necessary materials.

Penn Purchasing: https://procurement.upenn.edu/making-purchases/penn-marketplace
Building Administrator listing: https://www.facilities.upenn.edu/contacts/building
IT support for staff: Faculty & Staff Support Directory | Information Systems & Computing

WATER

R.1 We have had facilities install a kitchen, bathroom or lab sink aerator with on/off lever that
does not exceed 1.5 gallons per minute.
Aerators reduce water flow, saving 30% more water and energy than regular water flow.

Instructions: Talk to your Building Administrator about installing a sink aerator in your kitchen. If they
agree, they will need to put in a work order to Facilities for an aerator to be installed. Building
Administrator Listing: https://www.facilities.upenn.edu/contacts/building

R.2 We have designated a person to report any sink leaks (kitchen, bathroom, or lab) to the
Building Administrator immediately.

Sink leaks can waste a lot of water. Reporting them quickly reduces water waste and ensures they are
fixed in a timely manner.

Instructions: Designate one person to be in charge of reporting leaks. Inform staff of this position and
remind them to report all leaks immediately to this person. Building Administrator Listing:
https://www.facilities.upenn.edu/contacts/building

HUMAN HEALTH

H.1 In our kitchen, we use environmentally friendly dishwashing soap and all-purpose cleaner
in place of harsh chemicals.

Environmentally preferable dish soap is less toxic to the user. Environmental soaps can also be nontoxic,
biodegradable, hypoallergenic, and free of petroleum-based cleaners and phosphates.

Instructions: Work with your purchasing team to choose the new product. Select the “green” product
flag on Penn Marketplace: https://procurement.upenn.edu/making-purchases/penn-marketplace.

H.2 We have at least one plant per 2-5 people in our office.
Office plants reduce stress, increase productivity, and improve indoor air quality.

Instructions: When choosing plants suitable to your office environment, remember to consider the
amount of available sunlight in each location, as well as how often the plants will need to be watered and
otherwise tended. Determine whether each employee will be responsible for their own plants or whether
one person or a committee of people will be responsible for caring for the plants.

H.3 We have walk-off mats at the entrance to our office.
Walk off mats collect dirt and excess moisture at the entrance. In doing so, they can help reduce slips and
falls in the office and improve indoor air quality.
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Instructions: Determine if your office lacks walk off mats at any entrance and work with purchasing to get
the appropriate mats for these locations. Discuss with housekeeping staff as appropriate.

Visit Penn Marketplace: procurement.upenn.edu/making-purchases/penn-marketplace

TRANSPORTATION

T.1 Information about sustainable transportation resources at Penn and in Philadelphia is
displayed permanently in the office and shared over meetings or email. This includes the
Jawnt commuter benefit, Indego discounts, etc.

Making employees aware of sustainable transportation programs can lead to reduced single car travel to
and from campus. Walking, biking, public transportation, and carpooling all reduce vehicle miles travelled
and the associated energy and emissions.

Instructions: Post maps and program information in a central location. Assigh someone to keep the
information up to date. Inform employees of sustainable transportation options. Sample flyer and email
templates in Appendix.

Useful information to include:

e Penn Transit Services: https://transportation.upenn.edu/
e Penn’s Commuter Benefit Programs: https://transportation.upenn.edu/commuter-benefits-

program
e Commuter Concierge Consultation: https://transportation.upenn.edu/introducing-commuter-

concierge

e Jawnt Commuter Benefit: https://www.jawntpass.com/enrollment-guide/university-of-
pennsylvania

e Health Equity Commuter Card: https://transportation.upenn.edu/health-equity-commuter-card

e Car Share: https://travel.procurement.upenn.edu/preferred-suppliers/ground-
transportation/car-sharing

e Penn cycling resources and discounts: https://transportation.upenn.edu/resources-cyclists

¢ Indigo365 Membership Discount: https://transportation.upenn.edu/indego365-membership-
discount

e Campus Bike Maps: https://facilities.upenn.edu/maps

e City bike maps: https://bicyclecoalition.org/resources/bike-maps/

e SEPTA: www.septa.org

e LUCY LOOP: www.septa.org/schedules/bus/pdf/LUCY.pdf

T.2 We send our staff the free Penn Commuter Concierge Consultation Request to learn about
sustainable transportation options and the associated benefits available for their commute.

Penn Commuter Concierge is a service that tailors commute suggestions to individuals based on your
location, schedule, and preferences. After completing the form, you should receive a response within
two business days.

Penn Commuter Concierge: https://transportation.upenn.edu/penn-commuter-concierge
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Instructions: Ways to distribute the Penn Commuter Concierge form include incorporating it into
onboarding materials for new staff, sending it to staff in an email (such as around Earth Day or before
the winter holiday break), or reminding staff about it during a team meeting.

T.3 We offer telecommuting opportunities and/or flexible schedules so workers can avoid
heavy traffic commutes.

Reducing vehicle miles travelled and time spent in a vehicle in traffic reduces air pollution emissions.

Penn’s Flexible Work Options information: https://www.hr.upenn.edu/PennHR/wellness-
worklife/flexible-hybrid-remote-work

Instructions: Work with your office management to identify flexible work options that will enable the
office to achieve its goals and functions, meet employee needs and desires, and reduce the carbon
emissions associated with employee commutes.

T.4 We prioritize train or bus use over flying or driving for work-related travel.

Trains and buses are much less carbon intensive per passenger-kilometer than flying. While the relative
carbon emissions of a bus versus a car depends on their occupancy levels, a solo (non-electric) car ride is
generally notably more carbon intensive than even a moderately filled bus.

Instructions: Determine the standard for work-related travel for your office. For instance, going to
conference within a certain number of miles requires selecting a train over a plane.

INVOLVEMENT

| PreReq. 10% of our staff is signed up for the monthly Penn Employee Alliance for Climate
and Environment (PEACE) newsletter.

This monthly newsletter provides tips, events, and opportunities for getting involved with and
championing sustainability within your sphere of influence at Penn. Sign up at
https://sustainability.upenn.edu/get-involved/opportunities/penn-employee-alliance-climate-
environment-peace

I PreReq. Office and campus sustainability information is integrated into new faculty and/or
staff orientation, including assigning new employees to the "Sustainability at Penn" Workday
Learning Course.

This 30-minute course provides an introduction to environmental sustainability at Penn. It covers topics
including recycling & waste, transportation, civic engagement, food, and climate & energy. It empowers
staff with the knowledge of how to act sustainably at Penn and lead others in doing the same.

Instructions:

e Find the course at:
o https://www.sustainability.upenn.edu/resources/workday-learning-course-
sustainability-penn-0
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o https://www.myworkday.com/upenn/email-universal/inst/178165330/rel-
task/2998529489.htmld
o Search “Sustainability at Penn” on Workday Learning

e Enroll yourself and others in the course. You can also email sustainability@upenn.edu to have
employees assigned to take the Workday Learning Course, either as optional or mandatory.

e Speak with your HR representative or department head about how to add this training to
introductory videos or emails.

1.1 This department, school, or center has a Sustainability Coordinator or similar position.
Sustainability Coordinators have promoting and implementing sustainability at the school or center in
their job description. They also attend monthly group meetings facilitated by the Penn Sustainability
Office. If you are unsure if you have a sustainability coordinator, you can ask sustainablity@upenn.edu.

Instructions: If your department, school, or center has a sustainability coordinator that attends the
monthly group meetings, you can claim credit for this action.

1.2 This office has a Green Team.
A Green Team can help promote and coordinate your office’s efforts to complete and maintain the Green
Office Certification, as well as promote sustainability education and efforts at the office more broadly.

Instructions: Create a team of people who can spearhead your office’s environmental efforts.

1.3 We have information about our office’s environmental efforts and resources posted in an
easily visible location for staff and visitors to see.

Education and information ensure all staff and visitors are aware of the environmental efforts and help
increase participation. Use information that makes the most sense for your office. A good resource to
include is the information about the Green Fund, which provides up to 30k in seed funding to staff,
students, or faculty for ideas to improve the environmental performance on campus. Samples of
materials to post in Appendix.

1.4 75% of our staff have completed the "Sustainability at Penn" Workday Training.

See the PreReq on “Sustainability at Penn” for instructions. You can ask sustainability@upenn.edu for a
report on who has completed the training.

1.5 50% of our staff are signed up for the Penn Employee Alliance for Climate and Environment
(PEACE) newsletter.

See the PreReq on the PEACE newsletter for instructions. You can ask sustainability@upenn.edu for a
report on who has signed up.

1.6 We hold or participate in sustainability events at least annually (for Climate Week, Earth
Week, Bike to Work Day, etc.).

Participating as an office in a sustainability event builds not only awareness but also a sense of
camaraderie among staff and allows them to have fun together around sustainability issues .

Instructions:
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1. Research some events that the office may be interested in holding or attending. Some annual
Penn-wide events include:

a. Climate Week at Penn

Earth Week at Penn

Energy Week at Penn

Bike to Work Day

Cobbs Creek Cleanup

Penn Sustainability seeks annual volunteers for Zero-Waste Hey Day
g. Volunteering at Penn Farm is an ongoing opportunity

2. Share information on relevant events at a staff meeting.

3. Make group decisions on what to either participate in or host

~0 oo o

1.7 Our office is aware of the latest Climate and Sustainability Action Plan and has considered
if there are additional ways our office, school, or center can advance the goals.

https://www.sustainability.upenn.edu/resources/climate-and-sustainability-action-plan-40-
csap-40-fy25-29

1.8 We have solicited feedback from office members about sustainability practices we have or
could have in our office and shared this feedback with our Building Administrator and/or
other relevant stakeholders.

Encouraging all staff to participate and provide advice and feedback improves participation and increases
awareness.

Instructions: Designate one person to collect feedback and submit it to the Building Administrator. In a
staff meeting, request that staff provide feedback on green building features and suggestions to the
designated person. Give them a deadline to make the process more recognizable for both the designee
and the BA.

Resources: Building Administrator Listing: https://www.facilities.upenn.edu/contacts/building (search by
building)

1.9 We inspired another office to pursue Penn Green Office Certification
Encouraging other offices to participate helps increase awareness about the program and improve the
overall sustainability of the Penn campus.

Instructions: Talk to staff at other offices and inform them of your office’s commitment to sustainability
and the steps you are taking to reach your sustainability goals. Encourage them to participate. Consider
offering to attend a staff meeting at another office to talk about your office’s experience with the Green
Office program and answer their questions and concerns.

INNOVATION

The innovation space allows offices to potentially claim points for actions they take to improve
environmental performance that are not captured by the existing checklist. All submissions are reviewed
for possible points. You can submit multiple actions for innovation each subject to their own point
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determination. Receiving points is not guaranteed. Innovation write-ins should reflect additional actions
taken for sustainability, rather than office policies or building set-ups that would already exist regardless.
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STEP 1: PLAN AHEAD

Determine the best date for and the scale of your clean out (your office, certain departments, entire
floor).

STEP 2: CONTACT FACILITIES AND REAL ESTATE SERVICES

Contact FRES for Housekeeping support to remove material from your office and to provide large
containers to collect recyclables — submit a service request at
https://facilities.upenn.edu/services/maintenance-and-renovation.

STEP 3: OBTAIN ADDITIONAL RECYCLING CONTAINERS AS NEEDED
Order regular office recycling bins from Penn Marketplace
Batteries — two options

e eForce Recycling. This vendor can provide your building with a battery recycling tube at a one-
time cost. When the tube is around 80% full, please submit a work order request through the
FRES website for the Urban Park team to service the battery cylinder.

e Your office can use the Big Green Box program to recycle portable electronics and all batteries,
including alkaline. The Big Green Box is shipped to your office pre-constructed. Once the box is
full, drop it off at any FedEx shipping location to have the contents recycled. Shipping costs are
included in the initial price of the box. You can also find a drop off location for these items
through http://www.call2recycle.org/.

e Printer Toner/Inkjet cartridges - To request a pick-up of your used cartridges, simply send an
email (support@telrosecorp.com) with your name, address and suite/office to Telrose
Corporation Customer Service. Ensure you place your used ink or toner cartridge in the box of
the new supplier you purchased, sealing the box prior to Telrose pickup.

Learn more at Recycling & Reuse Programs at Penn | Penn Procurement Services

e Unneeded furniture and equipment. Ben’s Attic: https://upenn.unl.edu/

e Computers, Printers and other Electronics. Electronic equipment may contain heavy metals and
other materials that can be hazardous to human health and the environment. DO NOT PLACE
ANY ELECTRONIC EQUIPMENT IN THE TRASH OR TRADITIONAL RECYCLING, EVEN IF IT IS
BROKEN. Information on where and how to recycle e-waste is Computer, Electronics, & Battery
Recycling/Disposal Options | PennEHRS and Specialty Recycling Collections Map | Penn

Sustainability

STEP 3 LET PEOPLE KNOW


https://facilities.upenn.edu/services/maintenance-and-renovation
https://www.eforcecompliance.com/
https://facilities.upenn.edu/services/maintenance-and-renovation
https://facilities.upenn.edu/services/maintenance-and-renovation
http://www.call2recycle.org/
mailto:support@telrosecorp.com
mailto:support@telrosecorp.com
mailto:support@telrosecorp.com
https://procurement.upenn.edu/sustainable-purchasing/green-products-and-services/recycling-programs
https://upenn.unl.edu/
https://ehrs.upenn.edu/health-safety/regulated-waste/computer-electronics-battery-recyclingdisposal-options
https://ehrs.upenn.edu/health-safety/regulated-waste/computer-electronics-battery-recyclingdisposal-options
https://sustainability.upenn.edu/resources/specialty-recycling-collections-map
https://sustainability.upenn.edu/resources/specialty-recycling-collections-map

Notify your office colleagues of the office clean out via email, staff newsletter, meetings. Be sure to
include what items they can recycle.

Questions? Need Help? Contact sustainability@upenn.edu

W.3 We set double-sided printing as a default on our office computers, and we placed a visual prompt
on our copy machine to remind members of our office to double-side copy.

Think before you print sign

W.12 We have developed a targeted communications or action plan for improving the proper sorting
of at least one item in our waste stream.

Targeted Communication — Sample Email Template
Dear Staff,

In our efforts to obtain a Green Office Certification, we have conducted an assessment of the items in the
trash and recycling bins. We have identified the following item(s) as one that is often placed in the wrong
bin -- [insert item (coffee creamers, paper towels, etc.)].

Friendly reminder that [items] should be placed into the [recycling/trash] bin!

Recycling items reduces the emissions and environmental cost of producing new items from virgin
materials. Penn Climate and Sustainability Action Plan 4.0 is working to increase Penn’s waste diversion
rate. Help us do our part!

Putting these items in the recycling bin [insert reasons why it’s problem — common reasons here]. Help us
do our part.

Targeted Communication — Sample Posted Template

Tips for signage: include a photo and get creative!

W.13 We have eliminated desk-side trash containers and switched to desk-side recycling with central
trash locations or mini-bins for desks to hold trash.

Sample flyer or email content:

We are excited to announce that starting next week, we will implement a new Centralized Trash and
Deskside Recycling initiative in the [office]. This program aligns with Penn’s sustainability goals, as
outlined in the University’s Climate and Sustainability Action Plan (CSAP 4.0), and is designed to improve
recycling behaviors, reduce trash volumes, and optimize housekeeping efforts.

What This Means for You


mailto:sustainability@upenn.edu
https://upenn.box.com/s/imuzksaq5my6sha95xq9bk8w8koda6j9
https://www.sustainability.upenn.edu/resources/climate-and-sustainability-action-plan-40-csap-40-fy25-29

e Deskside Recycling:
o You will continue to have a blue recycling bin at your desk for recyclable materials
(paper, bottles, and cans).
o Housekeeping will empty this bin as usual.

e Centralized Trash:

o Trash receptacles will be placed in convenient central locations throughout the office.

o Each staff member will receive a mini-trash bin for personal waste, which will not be
emptied by housekeeping.

o You will be responsible for emptying your mini-bin into the central trash receptacles
daily.

o Dispose of food waste in kitchens; food should be kept out of the mini-bins to keep
them clean and reduce pest issues.

Why Make This Change?

This initiative supports Penn’s CSAP 4.0 goals and offers multiple benefits:
e Encourages recycling by making it easier and more deliberate.
e Reduces costs for single-use plastic liners.
e Decreases the volume of single-use plastic liners being incinerated.
e Reduces waste points that are attractive to pests.
e Saves housekeeping time, allowing focus on high-touch communal areas.
e Improves overall waste diversion and reduces contamination rates.

Next Steps
1. Transition Launch: Changes will take effect over the next week.

2. Information Materials: Clear signage will be provided in the office.
3. Review the map of all the central trash locations throughout the office.

Need Help?

For questions or concerns, feel free to reach out to:
e [contact names]

Thank you for your cooperation and support in advancing [office]’s sustainability efforts. Together,
we’re making a meaningful impact!

Sample Flyer:
https://www.canva.com/design/DAG4a7NGBMA/kVub3951c8uWFBzDzTk2qQ/edit?utm content=DAG4
a7NGBMA&utm campaign=designshare&utm medium=Ilink2&utm source=sharebutton



https://urldefense.com/v3/__https:/www.canva.com/design/DAGho0nMVkU/DGAFdu4Gx8ddpRfQt5R2cg/view__;!!IBzWLUs!VcqvTCYsu5kqUCAR3_73QBUQkCKW7s6Hcyho8bWieqO1BPBWsCt_0JH4bTnFBQzLANxS6fSFu-iLfORA$
https://www.canva.com/design/DAG4a7NGBMA/kVub3951c8uWFBzDzTk2qQ/edit?utm_content=DAG4a7NGBMA&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://www.canva.com/design/DAG4a7NGBMA/kVub3951c8uWFBzDzTk2qQ/edit?utm_content=DAG4a7NGBMA&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton

E.16 We posted prompts near light switches to encourage energy conservation.
Check with your building administrator about restrictions on what you can adhere to the wall of your
office.

Possible sticker options include:

e Amazon.com: 4-Pack Round Conserve Energy Stickers (Business Decals, Turn Off The Lights Vinyl
for Stores, Business, Hotels, and House Rentals (Blue, 2 x 2 inch) : Office Products

e Amazon.com: Printed On Clear Adhesive Vinyl, No Background - Outdoor/Indoor (3 Pack) 5.2" x
2.2" - Turn Off Light When Not In Use, Save Energy - Notice Caution Sign Transparent Switch
Vinyl Label Decal Sticker : Industrial & Scientific

e  Amazon.com: Save Energy Light Switch Stickers - Sheet of 5 Turn Off Light Decals : Home &
Kitchen

T.1 Information about sustainable transportation resources at Penn and in Philadelphia and applicable
programs are displayed permanently in the office, and shared in meetings or via email. This includes
the Jawnt commuter benefit, Indego discounts, etc.

Sample flyer

Commuter & Bike Benefits at University of Pennsylvania (for full-time, benefits-eligible faculty, staff &
post-docs)

Monthly Transit Pass Discounts

e Save up to 50% on SEPTA, NJ Transit/PATCO, and Amtrak monthly products
e Maximum value: $130/month in savings
o Enroll by the 19th of the month for next-month activation

Health Equity Commuter Card

e Obtain a Health Equity Commuter Card to purchase passes from Philadelphia regional transit
authorities a with a 5% pre-tax discount

e This card can also be used at Penn garages and lots that allow visitor parking. It is intended to
cover parking costs associated with your commute to work.

e To place an order for a Commuter Card, visit the Health Equity Commuter Portal.

Bike Commuter reimbursements

e Those who bike more than 50% of their commute in a qualified month may receive up to $240
per year to reimburse eligible bike commuting expenses. Eligible expenses include Bike
purchases, maintenance, improvements, accessories, parking or storage costs, and safety gear.

Indego365 20% Discount


https://urldefense.com/v3/__https:/www.amazon.com/Conserve-Stickers-Business-Vinyl-Rentals/dp/B079Q2QQ3G/ref=sr_1_3?crid=NGY5AI856VVR&dib=eyJ2IjoiMSJ9.z8oeKaQCj69-bV8at0f3UgPJrrLzQr4pLkprKyxbEnD5KUfqTC0IcUuCB0MYJhYzvK-HfnknlbAA7R-feXBMGZrXAqR2O9QpsD5DMIpDQC-dCzBF_9R5ml11Ynu12JCn4pRMlAT9_acJcJjgMcru4KaTmIfhB-oykVmW4NsTJyFA-4-sFv1NiLQnzzYmnje5QHrPhOX-SwbYv8bqpuRp8dDB-3a1VWUFUEC-wxrDPA5Om6N-XPH7ddbADpEPI0nOJMIHq45TkqiFE6xMua-S1DGvBQ912vfrkkiVYpaS-c4.J9rWCn3SC4rjKo1Na6UTFIopV6YjNomkOzU5Y2Xk3N0&dib_tag=se&keywords=vinyl*2Bstickers*2Bconserve*2Benergy&qid=1763479512&s=automotive&sprefix=vinyl*2Bstickers*2Bconserve*2Benergy*2Cautomotive*2C80&sr=1-3&th=1__;JSUlJSUlJSU!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIqCJibA2$
https://urldefense.com/v3/__https:/www.amazon.com/Conserve-Stickers-Business-Vinyl-Rentals/dp/B079Q2QQ3G/ref=sr_1_3?crid=NGY5AI856VVR&dib=eyJ2IjoiMSJ9.z8oeKaQCj69-bV8at0f3UgPJrrLzQr4pLkprKyxbEnD5KUfqTC0IcUuCB0MYJhYzvK-HfnknlbAA7R-feXBMGZrXAqR2O9QpsD5DMIpDQC-dCzBF_9R5ml11Ynu12JCn4pRMlAT9_acJcJjgMcru4KaTmIfhB-oykVmW4NsTJyFA-4-sFv1NiLQnzzYmnje5QHrPhOX-SwbYv8bqpuRp8dDB-3a1VWUFUEC-wxrDPA5Om6N-XPH7ddbADpEPI0nOJMIHq45TkqiFE6xMua-S1DGvBQ912vfrkkiVYpaS-c4.J9rWCn3SC4rjKo1Na6UTFIopV6YjNomkOzU5Y2Xk3N0&dib_tag=se&keywords=vinyl*2Bstickers*2Bconserve*2Benergy&qid=1763479512&s=automotive&sprefix=vinyl*2Bstickers*2Bconserve*2Benergy*2Cautomotive*2C80&sr=1-3&th=1__;JSUlJSUlJSU!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIqCJibA2$
https://urldefense.com/v3/__https:/www.amazon.com/Printed-Clear-Adhesive-Vinyl-Background/dp/B07V4THBGF/ref=pd_bxgy_d_sccl_1/140-9358307-5813132?pd_rd_w=pAZvC&content-id=amzn1.sym.d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_p=d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_r=ZZF58HW40PK46D3E7QTN&pd_rd_wg=h1t2p&pd_rd_r=5d64285e-6ad5-4429-a821-d7f7bdf224d9&pd_rd_i=B07V4THBGF&psc=1__;!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIpMd0FHN$
https://urldefense.com/v3/__https:/www.amazon.com/Printed-Clear-Adhesive-Vinyl-Background/dp/B07V4THBGF/ref=pd_bxgy_d_sccl_1/140-9358307-5813132?pd_rd_w=pAZvC&content-id=amzn1.sym.d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_p=d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_r=ZZF58HW40PK46D3E7QTN&pd_rd_wg=h1t2p&pd_rd_r=5d64285e-6ad5-4429-a821-d7f7bdf224d9&pd_rd_i=B07V4THBGF&psc=1__;!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIpMd0FHN$
https://urldefense.com/v3/__https:/www.amazon.com/Printed-Clear-Adhesive-Vinyl-Background/dp/B07V4THBGF/ref=pd_bxgy_d_sccl_1/140-9358307-5813132?pd_rd_w=pAZvC&content-id=amzn1.sym.d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_p=d6ac0d01-6230-4dde-a4f9-41c646a6c7b8&pf_rd_r=ZZF58HW40PK46D3E7QTN&pd_rd_wg=h1t2p&pd_rd_r=5d64285e-6ad5-4429-a821-d7f7bdf224d9&pd_rd_i=B07V4THBGF&psc=1__;!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIpMd0FHN$
https://urldefense.com/v3/__https:/www.amazon.com/Energy-Black-Yellow-Switch-Stickers/dp/B00FWQ2HYE/ref=sr_1_2_sspa?crid=NGY5AI856VVR&dib=eyJ2IjoiMSJ9.z8oeKaQCj69-bV8at0f3UgPJrrLzQr4pLkprKyxbEnD5KUfqTC0IcUuCB0MYJhYzvK-HfnknlbAA7R-feXBMGZrXAqR2O9QpsD5DMIpDQC-dCzBF_9R5ml11Ynu12JCn4pRMlAT9_acJcJjgMcru4KaTmIfhB-oykVmW4NsTJyFA-4-sFv1NiLQnzzYmnje5QHrPhOX-SwbYv8bqpuRp8dDB-3a1VWUFUEC-wxrDPA5Om6N-XPH7ddbADpEPI0nOJMIHq45TkqiFE6xMua-S1DGvBQ912vfrkkiVYpaS-c4.J9rWCn3SC4rjKo1Na6UTFIopV6YjNomkOzU5Y2Xk3N0&dib_tag=se&keywords=vinyl*stickers*conserve*energy&qid=1763479588&s=automotive&sprefix=vinyl*stickers*conserve*energy*2Cautomotive*2C80&sr=1-2-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1&smid=A3M2QS1836ZZTI*averageCustomerReviewsAnchor__;KysrKysrJSUj!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIsFMHAY0$
https://urldefense.com/v3/__https:/www.amazon.com/Energy-Black-Yellow-Switch-Stickers/dp/B00FWQ2HYE/ref=sr_1_2_sspa?crid=NGY5AI856VVR&dib=eyJ2IjoiMSJ9.z8oeKaQCj69-bV8at0f3UgPJrrLzQr4pLkprKyxbEnD5KUfqTC0IcUuCB0MYJhYzvK-HfnknlbAA7R-feXBMGZrXAqR2O9QpsD5DMIpDQC-dCzBF_9R5ml11Ynu12JCn4pRMlAT9_acJcJjgMcru4KaTmIfhB-oykVmW4NsTJyFA-4-sFv1NiLQnzzYmnje5QHrPhOX-SwbYv8bqpuRp8dDB-3a1VWUFUEC-wxrDPA5Om6N-XPH7ddbADpEPI0nOJMIHq45TkqiFE6xMua-S1DGvBQ912vfrkkiVYpaS-c4.J9rWCn3SC4rjKo1Na6UTFIopV6YjNomkOzU5Y2Xk3N0&dib_tag=se&keywords=vinyl*stickers*conserve*energy&qid=1763479588&s=automotive&sprefix=vinyl*stickers*conserve*energy*2Cautomotive*2C80&sr=1-2-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1&smid=A3M2QS1836ZZTI*averageCustomerReviewsAnchor__;KysrKysrJSUj!!IBzWLUs!W-J6Z1IqbHDbm39nRCEw-h7zTu9e7WxsKRFjLIWg1r6KkXpk6jqpTcgnwwTdPHVnWn2VCQ314l_pIsFMHAY0$

e Purchase an annual Indego365 Bike Share membership at a 20% discount.
Carpool parking permit discounts

e 2 person-carpool at a 15% discount (split evenly for each driver)
e 3 person-carpool and 4 person-carpools are at a 20% discount (and then split evenly for each
driver)

Learn more at: https://transportation.upenn.edu/commuter-benefits-program

Staff Sustainability 101

Brochure to print — especially if a student-facing office

Flyer to promote Green Fund
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	W.PreReq We pair trash and recycling bins in meeting rooms, conference rooms, and classrooms, and these bins are clearly labeled with the up-to-date signage found on the Penn Sustainability website.
	W.1 We conducted, or hired a consultant to conduct, an audit of our waste stream.
	W.2 We have held at least one Office Clean Out Day that promoted recycling and reuse in the past year.
	W.5 Managed Print
	a) We have installed toner auto-replenishment software to eliminate keeping excess toner in inventory.
	b) We have eliminated all personal printers and utilize a shared, networked print environment only.

	PURCHASING
	a) Less than $50
	b) Less than $100
	c) Less than $200
	P.3 We purchase copy/printer paper with a minimum:
	a) 30% post-consumer waste content OR
	b) 100% post-consumer waste content
	c) AND Chlorine-free
	d) AND Forest Stewardship Council (FSC) certified

	P.4 We purchase letterhead, envelopes, and business cards with a minimum:
	a) 30% post-consumer waste content OR
	b) 100% post-consumer waste content
	c) AND Chlorine-free
	d) AND Forest Stewardship Council (FSC) certified

	P.5 We purchase janitorial paper (toilet paper, tissues, and paper towels) with a minimum:
	a) 30% post-consumer waste content OR
	b) 100% post-consumer waste content
	c) AND Chlorine-free
	d) AND Forest Stewardship Council (FSC) certified

	P.6 We purchase folders, notepads, post-it notes, or other paper products with a minimum:
	a) 10% post-consumer waste content OR
	b) 30% post-consumer waste content OR
	c) 100% post-consumer waste content

	P.7 We have replaced solvent-based permanent ink markers/pens with water-based ones.
	P.9 We require our external printing contractor to use:
	a) Paper with 30% post-consumer waste content OR
	b) Paper with 100% post-consumer waste content
	c) Vegetable-based inks for all publications
	d) Forest Stewardship Council (FSC) certified

	P.11 For new office furniture:
	a) We reuse furniture from BEN’s Attic before purchasing new office furniture.
	b) We buy refurbished furniture.
	c) We follow Penn's Sustainable Furniture Purchasing Guidelines for purchasing new office furniture.


	EVENTS
	V.1 We have caterers provide drinks, snacks, and meals in bulk rather than individual containers and avoid purchasing boxed meals.

	ENERGY
	E.1 We have control over our thermostat and keep it set at 68 for heating and 78 for cooling.
	E.2 We have coordinated with our Building Administrator to identify areas that do not require heating and cooling during off-hours, breaks, or other periods of time.
	E.3 We leave clear space in front of all our radiators and vents.
	E.4 We have designated a person to report all complaints and temperature fluctuations in our office.
	E.6 We have sleep mode and auto-off enabled on all copiers and all printers.
	E.6 No one uses space heaters in our office.
	E.7 We enabled the recommended power management settings on our computers. We shut off our monitors and/or manually send our computers into energy saving modes (standby or hibernate) when not in use.
	a) We use “smart strips” for electronics, chargers, and appliances/devices with digital clocks and program them to shut off each night.
	b) We use power strips and surge protectors with an on/off switch for electronics, chargers, and appliances/devices with digital clocks and switch them off each night.

	E.11 We encourage our staff to recycle or donate old computer equipment.
	E.12 We send, or will send, an e-mail to our staff before holidays and breaks containing an energy saving checklist for leaving their office.
	E.13 We have worked with our Building Administrator to assess overhead lighting lumens/foot- candles in the office and switch to more energy efficient bulbs where possible.
	E.14 We have converted all lights to LEDs or CFLs.
	E.15 All of our workstations and desks have task lights fitted with CFLs or LEDs, which we use when working after hours, times that the office is mostly empty, or other times when full overhead lighting is not necessary.
	E.17 We prioritize closing and opening blinds/shades to allow heat in, trap heat, or reduce heat capture in winter or summer. We have appointed an individual to be responsible for opening and closing them every day.
	E.18 Microwaves, coffee makers, small appliances, printers, copiers, etc. are unplugged at night by a designated person or are programmed to shut off through a timer or plug load controller.

	WATER
	R.1 We have had facilities install a kitchen, bathroom or lab sink aerator with on/off lever that does not exceed 1.5 gallons per minute.
	R.2 We have designated a person to report any sink leaks (kitchen, bathroom, or lab) to the Building Administrator immediately.

	HUMAN HEALTH
	H.2 We have at least one plant per 2-5 people in our office.
	H.3 We have walk-off mats at the entrance to our office.

	TRANSPORTATION
	INVOLVEMENT
	I.1 This department, school, or center has a Sustainability Coordinator or similar position.
	I.2 This office has a Green Team.
	I.3 We have information about our office’s environmental efforts and resources posted in an easily visible location for staff and visitors to see.
	I.9 We inspired another office to pursue Penn Green Office Certification

	INNOVATION
	Appendix
	1. Office Clean-out Guide
	W.3 We set double-sided printing as a default on our office computers, and we placed a visual prompt on our copy machine to remind members of our office to double-side copy.
	W.13 We have eliminated desk-side trash containers and switched to desk-side recycling with central trash locations or mini-bins for desks to hold trash.
	E.16 We posted prompts near light switches to encourage energy conservation.
	I.3 We have information about our office’s environmental efforts, resources and Green Office actions posted in an easily visible location for staff and visitors to see.


