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Goal

• To provide reusable and recyclable business products to staff  and faculty while 

minimizing packaging, ineffective/gimmicky products, and toxic contents.

• Reduce plastic composition from products when feasible.

• Reduce excess packaging where available.

• Opt for products with greater than 50% recyclable material, particularly paper.

• Commit to purchasing Energy Star appliances and equipment.

 Increase specific recycling including metals, electronics, paper/cardboard.



Packaging

• Request list of  items that do not 

come in plastic packaging

• Look for items sold in 

paperboard/recyclable boxes

• Limit items that come in plastic 

wrapping

• Prioritize durable items

• Send boxes and packing materials 

back to vendors.

• Cardboard is becoming highly used but little 

is being recycled back into boxes forcing new 

boxes to be made.



Office supply vendor can provide list of  common 

purchased items, green/recyclable items, and items 

that have no recycled content.

Set a preferred purchase order or remove items that 

do not suit purchasing goals.



Simplify

• Review recent purchases and negotiate for more sustainable item at same or 
competitive price.

• Eliminate single use items, especially pens.

• Limit choices/options:

• Calendars

• Desk accessories

• Pens, pencils, markers 

• Folders, binders, notebooks

• Establish approved “buy from” list.



Single Use and Non-recyclable Items



Sustainable Products

water based markers

EcoStapler – binds up to 

5 pages without staples



Process

• Reach out to vendor(s) for lists of  purchased 
items

• Review list, identify items in an order of  
priority, such as:

• Durable and reusable

• Minimizes waste and resources

• Made from recycled content

• Recyclable (preferably into same or similar 
product)

• Recyclable (into different product)

• Made from raw materials but recyclable

• Not recyclable

• Work with group to develop list of  
recommended items, if  needed

• Present to management for 
review/implementation

• Include cost savings through procurement and 
waste minimization

• Identify how it meets sustainability goals

• Coordinate with vendor to implement approved 
purchase lists

• Communicate with employees of  purchasing 
program and its benefits

• Review program within a year to ensure goals 
and benefits are being achieved



Questions to Ask

• Do I need it or want it?

• Is product available to share?

• How do I ask if  product is available to 
give or loan before purchase?

• What will be done with it when I’m 
finished?

• Can a supply reuse program be set up?

• Think about how many of  the 
following are sitting in offices in your 
workplace:

• File folders

• Hanging folders

• Inter office mail envelopes

• Pens and pencils

• Staplers, scissors, tape dispensers

• Clipboards

• Binders



Plastic Ban on Campus

• Prohibit the purchase and use of  single use plastic beverage bottles on campus. 

• Eliminate plastic bags in school bookstore including shipments of  stock.

• Return plastic bags when elimination isn’t feasible

• Substitute products that typically come in plastic with other packaging:

• Laundry bottles  powdered product in boxes

• Plastic beverage bottles with glass/aluminum or concentrate packages (i.e. ice tea)

• Use of  concentrate cleaning pods in reusable spray containers

• Communicate environmental and economic benefits of  plastic reduction.
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