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MORE THAN RECYCLING

THE BUSINESS CASE FOR PAPER REDUCTION
As part of the local business community, you probably already recycle a lot of
the waste paper that your business produces. Have you considered how
your business could reduce the amount of paper it produces in the first place?
Paper is expensive. It’s more than just the cost of the paper itself. A single
sheet of paper may only cost $0.03 to purchase, but add in printing
equipment, toner, filing materials and equipment, storage space, postage,
shredding, disposal, and staff time for handling, filing and distributing
paper documents and invoices, and the true cost skyrockets to as much as
31 times the original cost.1
Aside from keeping office paper out of the regional waste stream and
minimizing environmental impacts, reducing your business’s paper output
could save you money. Local businesses are taking action to improve their
bottom line. Read one success story below.
__________________
1

Minnesota Office of Environmental Assistance.

IMPERIAL MANUFACTURING, PORTLAND
Imperial Manufacturing estimates it saves $6,500 annually by
eliminating and minimizing some of its more paper-intensive practices.
Not only does the business spend less money on purchasing paper, but it
has also reduced costs for postage and mailing materials.
• Emailing or online faxing invoices to customers 		
Cost savings: $1,500/year
• Processing payments to vendors using an e-check
service or credit card rather than cutting checks
Cost savings: $2,000/year
• Maintaining sales department files electronically
Cost savings: $3,000/year
“Implementing a paperless system has had an incredibly positive
effect on our company. By scanning documents and using a universal
file-naming system, our database has information at our fingertips,
rather than up a flight of stairs. The result is a more spacious
office and a well-equipped workforce that is not only efficient, but
communicates at a higher level. Going paperless also reduces
expenses you may not have thought of - toner, stamps, and stationery.
It is a win-win situation for the business and the environment.”
– Rex Plombon, Accounting Manager

1 – REDUCE PAPER AND CUT COSTS: A GUIDE FOR BUSINESSES

“US companies spend
approximately $20 on labor
costs in order to file a
document, $120 on the labor
required to find a misfiled
document and $220 to
reproduce a lost document.”
– Coopers & Lybrand

WHO SHOULD
BE INVOLVED
IN YOUR PAPER
REDUCTION EFFORTS?
MANAGEMENT: Get your organization’s
leadership involved early in
implementing policies and practices
to reduce paper. Management can
help reinforce the importance of
your message and coordinate among
departments increasing the likelihood
of success. For paper reduction
strategies involving up-front
investment, management will want
to participate in the evaluation and
decision-making process.
INFORMATION TECHNOLOGY
DEPARTMENT: Work with your IT
department to determine if companywide technology solutions are an option
for your organization. IT can also make
network-wide changes to help reduce
paper waste, such as setting all work
stations to duplex printing by default.
ACCOUNTING AND PURCHASING STAFF:
Talk to purchasing or accounting
staff to find out how much paper
currently costs your organization.
They can provide valuable data to
reinforce your efforts.
OPERATIONS AND ADMINISTRATIVE
STAFF: Often the most knowledgeable
about your organization’s paper
usage, administrative staff can help
you think through paper reduction
opportunities that will be the best fit
for your organization.

NEED HELP WITH ANY STEP?
Get free business assistance!
Go to www.RecycleAtWork.com
for more information or call
503-234-3000.

STEPS FOR PAPER REDUCTION
Reducing the use of paper in the office is easy, and many resources are
available to help your business. Whether you are just starting to think about
reducing office paper waste or are well on your way to reducing paper use in
your office, this guide connects you with next steps and easy-to-use tracking
and implementation tools. Follow the steps below to find out where your
business should start and what tools are available to help. Each step is
discussed in more detail on the following pages.

STEPS

1

Assess
paper use
(see page 3)

WHAT TO DO
• Complete the paper use		
assessment worksheet.
• See how much paper you are using.
• Consider opportunities for reduction.

2

Identify
costs and
set reduction
goals
(see page 4)

• Identify areas of potential savings by
reviewing your answers on the paper use
assessment worksheet.
• See how much your paper costs by
completing the Paper Cost Calculator.
• Set reduction goals.

3

Communicate
and
implement
reduction
strategies
(see page 6)

4

Track and
report
(see page 7)

• Select and prioritize actions for your business
(see pages 8-10 for ideas).
• Make sure management, IT and
administrative staff are involved.
• Communicate paper reduction goals and
strategies to all staff.
• Set and distribute policies if desired.
• Implement the best paper reduction actions for
your business (see pages 8-10 and the paper
use assessment for ideas).
• Use the Paper Cost Calculator to
track progress.
• Report progress, cost savings and environmental
benefits to staff and management.
• Revise goals and strategies to meet future needs.

ACHIEVE YOUR GOALS: reduce paper, save money,
improve workflow, save space and more.

REDUCE PAPER AND CUT COSTS: A GUIDE FOR BUSINESSES – 2

STEP 1

ASSESS PAPER USE IN YOUR OFFICE
HELPFUL TOOLS
• Paper use assessment worksheet at www.RecycleAtWork.com
• Key staff to help complete the assessment
Every business is different. Maybe your organization already uses an
online document management system, but the accounting department
is still sending out paper invoices. It’s important to review your current
paper handling practices to understand the primary sources of paper waste
in your workplace. Metro’s paper use assessment worksheet will help you
with this step.

“Companies on average spend
$25,000 to fill a typical fourdrawer file cabinet, $2,000 to
maintain it annually.”
– Delphi Group

Some common uses of office paper are:
ROUTINE PRINTING: During the course of an average day, employees print documents and emails for reference,
documentation, or to show to another employee. Many of these documents are used once and are recycled by the end of the
day. Ask your office manager or purchasing staff to determine how much paper your business uses each month or year. Most
printers also have a print count feature. Check the recycling bins to see what types of paper are inside. Are people printing
on both sides of the page?
CREATING AND REVIEWING DRAFT DOCUMENTS: Many employees prefer or are required to draft, review, and
comment on documents in hard copy. Talk to your co-workers about how they review and revise documents. Widescreen
or multiple monitors make it easier to handle documents on-screen. Some software programs also facilitate on-screen
document review.
MAILINGS: Businesses use mailings to provide information to clients, or to advertise goods or services to potential
customers. Ask your advertising or communications team about the mailings they send out and how frequently they are
distributed. Determine if your company uses email and online ads to communicate with clients and potential customers.
BILLING AND PAYMENTS: Many financial transactions are still performed using paper documentation and payment. Ask
your accounting staff if they use paper invoices or electronic billing. Do they typically make payments electronically or cut and
mail checks?
REPORTS: Some companies produce reports to document work for clients or to show financial information. Some reports are
lengthy and infrequent, while others may be single-page documents produced on a daily basis. Talk to department heads or staff
responsible for reporting to learn if documents are printed or distributed electronically. Ask staff members who distribute reports
if they print a single copy for sharing or provide individual copies for many people.
FORMS: Companies use forms for a variety of reasons, from gathering customer information to completing internal safety
and compliance reviews. Talk to your administrative staff, managers and department heads about the forms they currently use,
how often they are used, how long they are and how they are stored.
FILING: Many companies still file printed copies in filing cabinets for documentation and reference. Filing cabinets
require space and are time-consuming to maintain. Files are easily lost, misplaced or damaged. Observe the amount of space
used for storing records at your office. Ask your administrative staff or office manager if off-site storage for paper records
is also used. Find out from department heads how much time they and their staff spend filing and retrieving records, and
maintaining the filing system.
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STEP 2

USING THE METRO
PAPER COST CALCULATOR

IDENTIFY COSTS AND SET REDUCTION GOALS

What does the calculator do?
The calculator helps you estimate the
current monetary and environmental
costs of paper use, set reduction
goals and track your progress.

HELPFUL TOOLS
• Tips included on pages 8-10 in this guide
• Paper Cost Calculator at www.RecycleAtWork.com
Once you have a good idea of your organization’s major uses of paper,
and you have initial discussions with key staff, it’s time to determine what
paper reduction actions will be most beneficial for your organization. Many
actions can also save you money.

Who can help me gather inputs for
the calculator?
Administrative and purchasing
staff can help you determine how
much paper your office currently
purchases and other paper-related
expenses like supplies and printer
maintenance. If you’re not sure
how much time is spent filing and
maintaining records, talking to
key staff can help you estimate
while discussing paper reduction
opportunities with leaders
potential allies at your office.
When should we use the calculator?
You can start using it at any time.
It lets you see how much different
aspects of paper use cost your
business. The calculator can be
updated annually to benchmark
future achievements in paper
reduction and report them to
managers, staff and customers.
How do we share data from 		
the calculator?
The calculator produces easy-tounderstand summary graphs and
tables for you to share. Managers
will likely be interested in cost
calculations. This information can
help convince decision-makers
to take actions that require an
organizational approach, like
investing in technology solutions.
Reporting the results will help
show how efforts to reduce paper
save money.

Use the Paper Cost Calculator to help identify the major costs associated
with paper at your office. It will help you estimate how much paper is
costing your organization and how much you can save as you reduce your
usage annually.
Review your answers on the paper use assessment worksheet to see areas where
your office may be able to reduce paper consumption.
Use the tips on pages 8-10 of this guide to think about actions your business
can take to reduce paper consumption. If you’re not sure where to start,
begin with simple solutions or call 503-234-3000 for help.
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STEP 2 (continued)

TECHNOLOGY SOLUTIONS
Start with the simple, low-tech strategies as you begin to reduce paper
use in your organization. For example, set printers to default to doublesided printing. Then, consider technology solutions that may save money
over time. These tools sometimes require up-front costs for purchase and
installation, but when combined with additional benefits, such as increased
efficiency, they often prove a worthwhile investment. There are dozens
of technology solutions for document management, many of which are
designed for specific fields and sectors.

Cloud computing allows users to create,
share and edit documents online.

MAKING SENSE OF TECHNOLOGY
As technology advances, so do your options. Some
common technology solutions for paper reduction are
explained below.

possible to set all work stations to duplex across your
network or if you should provide instructions so that
individuals can select these settings themselves.

CLOUD COMPUTING: These systems allow users
to create, share and edit documents on the Internet.
Depending on your needs, the cost of cloud computing
services may be free or comparable to traditional office
software. More sophisticated systems tailored to your
sector may also be available.

ELECTRONIC MANAGEMENT SOFTWARE:
Some software systems allow easy tracking,
management and billing, while other systems can
reduce printing unwanted pages.

If you’re wondering where to start, contact vendors and
ask them for a presentation. They should be able to
suggest other businesses you can contact for a reference.
Consider having select staff or a project team try out
Internet-based computing systems before recommending
office-wide adoption of new technology.
COLLABORATIVE SOFTWARE (GROUPWARE):
These software tools provide electronic project
management and team collaboration by sharing and
reviewing documents and schedules, and assigning and
tracking tasks.
Managers may be proponents of using collaborative
software to make managing resources and tracking
progress easier. Video demonstrations and tutorials for
these services are readily available on the Internet.
DUPLEXING: This feature allows printing on both
sides of the page. It can be set as the default on computer
networks or individual computers to reduce paper use.
If you’re not sure if your printers can duplex, talk to
your IT department. They can also tell you if it is

Ask your IT department if such a system can be installed
across your network. Then contact multiple vendors to
determine the system that will best meet your needs.
NETWORK SERVER: A digital drive for storing files
can be accessed by multiple computers, allowing users to
share files and collaborate on editing.
If your office does not already use a network server,
managers and staff will be excited to learn how easily
files can be stored, accessed and shared. Depending
on the needs of your office, you may wish to connect
an on-site server to your network with the help of your
IT department or a third-party service provider. For
some offices, a web-based shared file storage system is
sufficient and hassle-free.
PIN PRINTING: This print management feature allows
users to release print jobs by entering a unique code on
the printer. PIN printing can ensure confidentiality and
reduce unneeded and accidental prints.
Talk to your IT department to see if PIN printing
is available on your networked printers. If not,
management may want to consider this capability when
making future investments in office printing systems.
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TOP 5 INDIVIDUAL
ACTIONS TO REDUCE
PAPER USE
You don’t have to wait for the entire office
to develop a paper reduction program.
Try these easy individual actions:
1. Before pressing print, consider
if you really need a hard copy.
2. When you do print, use both
sides. Make duplex your
default printer setting.
3. Use alternative tools to review,
share and store documents.
These may range from email
to a white board.
4. Post or circulate lengthy
or frequent reports and
documents instead of printing
individual copies.
5. Talk to co-workers and
managers often about paper
reduction, how it reduces
tedious labor tasks like
filing, saves money and
helps the environment.

STEP 3

COMMUNICATE AND IMPLEMENT
REDUCTION STRATEGIES
HELPFUL TOOLS
• Sample paper reduction policy and email templates
• Paper reduction posters
• Paper Cost Calculator
Now that you’ve identified ways to reduce paper use and determined which
actions are most beneficial for your office, it’s time to work with management
and key departments (like IT) to put your ideas into action. For your
organization’s efforts to be a success, they should be clearly communicated
to the entire staff. Inform employees of new policies as they are developed,
provide email reports on progress, successes and office policy adjustments, and
let staff know who they should talk to about new procedures and technology.
Plan on issuing periodic reminders to staff. These can include paper
reduction progress reports with information from the Paper Cost
Calculator. Employees may be hired, change departments or forget as they
get distracted with other tasks. Think about ways to encourage employees
to participate and renew interest in paper reduction efforts. Consider the
following techniques:
• Designate a point person to explain strategies, answer questions, and help
others integrate paper-saving techniques into their routines and workflow.
• Write a paper reduction policy and email it to staff.

COMPANY POLICIES
Management might want to
implement a new company policy to
reduce paper use. When drafting a
policy consider the following:
1. Does your organization have
an existing sustainability
or recycling policy? A paper
reduction policy can easily be
incorporated into an existing
policy or can stand alone.
2. Include expectations of
employees to support the policy.
3. Add it to your company’s
employee handbook or intranet
site. Announce the new policy
at staff meetings and by email.

• Report back on progress regularly to reinforce efforts (see Step 4).
• Include information on paper reduction in orientation sessions for
new employees.
• Provide paper reduction tips and trainings at staff meetings.
• Email information about paper reduction or post it around the office and
at print stations.
• Launch a “no print” month campaign to see how much your organization
can cut paper consumption in one month. You may also consider a “no
print” day by temporarily removing paper recycling bins and challenging
employees to make it through the entire day without printing.
• Start a competition between departments and award a prize each month
to the one that uses the least paper.
• Recognize employees who are doing a particularly good job at paper
reduction or have come up with innovative techniques.
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STEP 4
TRACK AND REPORT YOUR SUCCESS!
HELPFUL TOOLS
• The Paper Cost Calculator can help you set goals and track your
progress
• Paper reduction email templates

“The average American office
worker is estimated to use
a sheet of paper every 12
minutes, and is responsible
for the disposal of 100-200
pounds of paper every year.”
– Hawken, Lovins & Lovins,
Natural Capitalism

Are the measures you selected working? How much money have you
saved? Are there other paper reduction opportunities available that you
did not initially consider? You can use the Paper Cost Calculator
to continually track the amount of paper you are using and money you
are saving to determine if adjustments are needed. The calculator also
contains a reporting function that provides a simple and easy way to share
information about paper use with management.
Tracking progress provides valuable information you can share with
staff to reinforce their efforts. In addition, you can use the email templates
to inform staff about the impact of their actions and help management
determine whether investments in advanced technology tools are a good
choice for your business.
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TIPS AND IDEAS FOR REDUCING PAPER IN YOUR OFFICE
AT YOUR WORK STATION
IF YOU CAN DO ONE THING…
Adjust the default setting on your printer to print double-sided.
IF YOU CAN DO MORE…
• Set networked computer work stations to default to double-sided printing.
• Consider using free programs such as FinePrint to help minimize your print jobs.
• Discourage use of desktop and individual printers to avoid unnecessary printing.
• Substitute electronic versions of commonly used forms, templates and reports.
• Reduce the page counts of forms, templates and reports by narrowing margins and/or eliminating white space.
• Proof and preview documents on-screen before printing. Set computer preferences to maximize the comfort level
of on-screen viewing. Documents may be easier to read if you change the default display to 125% and change
color displays to show blue text on a white background.
• Consider purchasing wide-format monitors or dual screens that make reviewing documents on-screen easier.
• Use your word processing program’s Review and Comment features instead of printing documents to edit.

AT THE PRINTER/COPIER
IF YOU CAN DO ONE THING…
Collect one-sided draft paper for reuse in a bin next to the printer in a central, convenient and welllabeled location.
IF YOU CAN DO MORE…
• Make double-sided copies and use printers with duplex printing capability.
• Network central copiers and printers for shared employee access.
• Set networked copiers to send scans to your email inbox or a shared folder instead of printing by default.
• Designate a printer tray or a specific printer for reusable draft paper.
• Make notepads out of single-sided draft paper using staples, glue or other binders.
• Place posters at work stations to remind staff to reduce printing when possible. (Posters are
available at www.RecycleAtWork.com)
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TIPS AND IDEAS FOR REDUCING PAPER IN YOUR OFFICE (continued)

AT THE FAX MACHINE
IF YOU CAN DO ONE THING…
Incorporate fax headers into documents or use an adhesive fax transmittal label instead of a
separate coversheet.
IF YOU CAN DO MORE…
• Provide half-page cover sheets next to the fax machine and reuse the other side.
• Send and receive faxes directly from your computer using an online faxing service.

ELSEWHERE AROUND THE OFFICE
IF YOU CAN DO ONE THING…
File documents electronically rather than in filing cabinets. Besides allowing you to reclaim valuable
office space, it may also increase accessibility.
IF YOU CAN DO MORE…
• Post meeting agendas on a whiteboard, flip chart or projection screen.
• Email company-wide internal documents or post them in a central location or on an intranet site.
• Display information covered in meetings on a projector or television screen; provide flash drives to attendees if
they need to take documents with them.
• Take meeting notes or minutes using a computer, tablet or recording device.
• If you must print presentation slides, print multiple slides per page.
• Avoid excess purchasing of pre-printed materials such as stationery, envelopes, mailing labels, business cards
and marketing materials that may become outdated; consider using labels to update outdated materials.
• Configure computer programs to print letterhead and address information as needed, rather than purchasing
pre-printed stationery.
• Work with your paper vendor, printer or graphic designer to adjust design specifications that work better with
standard paper sizes to reduce waste from cutting (commonly known as bleeds).
• When possible, request lighter-weight paper for print jobs such as newsletters, brochures and reports.
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TIPS AND IDEAS FOR REDUCING PAPER IN YOUR OFFICE (continued)

THE ACCOUNTING DEPARTMENT
IF YOU CAN DO ONE THING…
Switch to paperless invoicing by using email or an online invoicing service.
IF YOU CAN DO MORE…
• Use online bill pay or credit cards instead of cutting checks for vendor services.
• Provide account information to customers online.

THE IT DEPARTMENT
IF YOU CAN DO ONE THING…
Make double-sided printing the default setting for all work stations across your network.
IF YOU CAN DO MORE…
• Use shared servers to allow staff and clients to collaborate without paper.
• Convert hard copy forms into web-based forms.
• Allow employees to create electronic signatures.
• Install PIN printing technology that requires staff to enter a code to retrieve print jobs.
• Purchase document management software such as DocuShare or SharePoint that allow for online collaboration.
• Purchase software that assists in eliminating extra pages such as GreenPrint or PrintWhatYouLike.
• When purchasing new computer monitors, consider wide-format screens or dual screen options to encourage
on-screen review and editing.

NEED ADDITIONAL ASSISTANCE?
The tools included in this guide can help manage your organization’s paper
reduction efforts. If you have questions along the way specialists across the
region are available to answer your questions and troubleshoot difficult issues.
Go to www.RecycleAtWork.com for more information or call 503-234-3000.
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THERE’S HELP!

STOP

IF YOU
MUST PRINT...
USE BOTH SIDES

WE ALL KNOW USING LESS PAPER WILL HELP SAVE A TREE.
IT ALSO SAVES US TIME AND MONEY.
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