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Organize your office for  

National Green Week 
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February 7th, 2011 4:44 am ET 

Green your office by taking a few simple steps.  
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"Green" isn't just about saving the environment - it's about saving you some "green" as well.  For National Green Week, consider 
changing a few routines around your home and office, and save yourself some money, too! 
 
Greening your office 
You may be able to organize an office-wide "greening" effort, but even if you can't, there are some ways you can act alone to green 
your office space. 
 
Avoid using disposable supplies: 

 Bring your own refillable water bottle (manufactured without BPA). 

 Bring your own container for caffeine delivery (a.k.a. coffee mug). 

 Stash washable flatware, plates, and bowls at your desk (or invest in an officewide collection for everyone to use and take 
turns cleaning) 

 Keep a supply of cloth, net, or paper bags around for errands. 
 
Print documents only as a last resort: 

 Read and discuss documents while they're on-screen at your desk or in your conference room. 

 If you must print, make it double-sided on recycled paper. 

 Replace your fax machine with an account at efax.com (or similar service) that allows you to faxes as attachments to 
email messages. 

 
Save and reuse mailing supplies: 

 Flatten shipping boxes to stack in a closet or on a storage shelf. 

 Save bubble wrap, packing peanuts, and plain newsprint. 
 
Save on electrical usage: 

 Plug all of your electronics into a power strip, and turn the strip off at the end of each workday. 

 Replace incandescent bulbs with compact florescents where possible (at minimum, your desk lamp; ideally, company-
wide). 

 
Decorate with plants that help clean the air: 

 Philodendrons 

 Peace 

 Golden pothos 

 Rubber plant 

 Spider plant 

 Sword or Boston fern 
 
Telecommute: 

 Apply all the green tips above to your office at home. 

 Save time and money with no commute on designated days or in special situations or on a permanent basis. 
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Commute differently: 

 Replace your fuel-inefficient vehicle with a gas-saving version. 

 Ride a bicycle. 

 Join a carpool. 

 Take public transportation. 
 
Share here your tips for greening the workplace, and click on "subscribe" to be notified of future Get Organized articles. 
 
Related articles: 

 Organize to reduce, reuse, and recycle 

 It's easy to be green by forming a few habits 

 Get organized to cut your energy costs 
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