


Office Eco-Audit (Vermont Earth Institute)

Carbon Lite Checklist

Instructions: Please fill out this work sheet. We will use it as a basis for a conversation on ways to reduce, reuse, recycle and use fewer toxics and less energy at work and home. Put a check in the space if the answer to the question is yes. This checklist is for your use only. 

Recycling 
1. __ Does your office recycle: 
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 paper?       [image: image2.wmf] newspapers?      [image: image3.wmf] magazines?     [image: image4.wmf] box board?     [image: image5.wmf] cardboard?

2. __ Does your office recycle non-deposit plastic bottles (water, juice and other small-mouthed bottles?)

3. __ Does your office recycle non-deposit glass bottles and jars?

4. __ Does your office recycle non-deposit aluminum and metal cans?

5. __ Does your office redeem deposit containers?

6.  __ Does your office use unbleached (chlorine free), post-consumer recycled content:   
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7. __ Does your office compost food scraps?

8. __ Does your office compost yard, garden and other organic waste?

Reusing
1. __  Is most of the paper in your office used on both sides?

2. __ Are copiers and printers set up to print on both sides?

3. __ Does your office use 2nd hand scrap paper?

4.  __ Is any of your office furniture 2nd hand?

5. __ Do you reuse containers to bring your lunch?

6. __ Does your office use reusable    [image: image10.wmf] dishes?   [image: image11.wmf] mugs?   [image: image12.wmf] utensils?  [image: image13.wmf] hand towels?

Reducing

1. What percentage of office communication is your office paperless?  ___%



[image: image14.wmf] Most records are paperless
  [image: image15.wmf] Most e-mails are not printed
  

      [image: image16.wmf] Most memos sent via e-mail
2. __
How much trash does your office discard each week? Size of container ________
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3. __
How much material does your office recycle each week? Size of container ________
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4. __ 
Can you control the temperature of your office?

5.       
The winter temperature is _____.   The summer temperature is _______. 

6. ___ 
Does your office have a programmable thermostat(s)?    

7. ___ 
What percentage of the office lighting is fluorescent? ___%

8.  ___
Do the office lights turn off automatically?

9. __  
Do you turn off the lights if you’ll be away for more than 5 minutes?

10. __  
Do you turn off your computer if you’re away more than 30 minutes?

11. __   Do your office computers remain on sleep mode 24/7?

––  a) Are office computers shut off after hours?

12. __  Does the office copy machine go on sleep mode?

__  a) Are office copy machines shut off after hours?

13. __ Has your workplace had an energy audit?

14.  __ Has the workplace taken steps to improve its energy efficiency?

Transportation & Energy Savings
1. __ Do you walk or bike to work?

2. __ Do you take the bus to work?

3. __ Do you carpool to work?

4. __ How far do you live from work?

5.      How many miles/gallon does your vehicle get?
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6. __ Does the workplace offer transportation incentives?

Cleaning

1. __ If your office has a kitchen, are there cleaning supplies with labels marked
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2. __ In the office bathroom are there items with labels marked
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Other

1. __ Are there native plants (rather than a lawn) surrounding your building?

2. __ Are pesticides applied to the area around your building?

3. __ How many days per week do you wear clothes that must be dry-cleaned?

4. –– Does your home have a programmable thermostat that lowers the heat while you’re at work?

5. __ Can you work from home once or twice a week?

6. __ Would you work a four-day week if your office permitted you to?

7. __ Does your office discuss reducing the workplace’s ecological footprint?

8. __ Have any members of your office participated in a program that educates or encourages reducing your ecological footprint?

This checklist was developed by the Vermont Earth Institute (c) 2006
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Office Sustainability Survey

Directions:  Hand/Blitz out the following survey to your co-workers. This will help you find support for instituting sustainable practices.
1.  Put in order the sustainable practices that you think are most important to our department (1 as the most important, 9 as the least):



​​___
Encouraging energy awareness (turn off equipment and lights not in use)


​​___    
Establishing comprehensive recycling and composting


___
Encouraging car pooling and use of ADVANCE transit 


___
Discussing sustainability at meetings

___
Buying energy star and environmentally friendly appliances (and duplex printers)
___ 
Establishing a system for proper disposal of hazardous waste
___
Increasing communication via computers instead of written memos
___
Reducing waste by encouraging care of current china, furniture, and appliances  
​​​___
Reducing waste by discouraging use of disposable plates, cups, mugs, and silverware
2.
Please list at least one of the above activities that you would like to see instituted in our office
______________________________________________________________________________

3.   Please list one of the above activities that you would like to help institute in our office.

______________________________________________________________________________

4. 
If we hosted sustainability retreat for our office, where we generated ideas for environmentally-friendly living, how likely would you be to attend?
_______   Very Likely     ________   Likely        ________ Somewhat Likely      ________ Not Likely

5. 
What ideas do you have?  If you have suggestions, please list them here, or contact the sustainability coordinator for your office.

Office Sustainability Action Options
	Sustainability Action Options:
· Strong Interest: I’d like to attend a Sustainability Retreat for our office to develop a Sustainability Action Plan. (3 hours long)

· Medium Interest: I’d like to attend a condensed Sustainability Session – Vision to Action. (2 hours long)

· Mild Interest: I’d like to complete a Sustainability Survey to let you know about the steps I’m willing to take to move our office toward sustainable practices. 

· Pressed for Time: I support this effort but have little time, however, I would like to help in some way.  If there is one thing I’d like to see changed around here it is:__________________

__________________________________________________

· Contact me when you need help.

Blitz:________________________________________________
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