Diagnostic Paper Use Questionnaire
Take stock of how your office is currently using paper to see where there’s room for improvement. 
PAPER REDUCTION

Using less paper is the quickest, most efficient way to cut back on your office’s environmental burden. It’s a money-saver, too -- the less waste you create, the less waste you have to manage. Answer the following questions to find simple ways to start cutting down on the amount of paper your office uses. The paper reduction worksheet in this toolkit can help you start implementing paper reduction strategies right away. 
Printing and Copying: Questions for IT and Office Managers
· How many printers and copiers are in your offices? Can that number be reduced (i.e., can IT network central copiers and/or printers so employees can share access)?
· How many print trays does each printer have? Can one tray (or one printer/copier) be designated for draft paper (paper already printed on one side)? 

· Can your printers and/or copiers print on both sides of a piece of paper? Can IT default the printers so they print double-sided?

· Can you implement a purchasing policy for new printers and copiers that requires them to have the capability to default to double-sided printing?
Paper Distribution and Storage: Questions for Office Managers/Mailroom
· Does your organization use reusable mailers for interoffice communications? If not, can this system be adopted?
· Are there multiple subscriptions to the same publication, and are they really needed?

· How frequently are mailing lists de-duped and updated? Can the frequency be increased if needed?

· Does your office store files electronically instead of on paper, where possible?

· Does your office reuse shipping materials, such as packing material and containers? Can storage space be designated for reusable containers?

· Does your office use disposable products in the kitchen -- paper towels, plastic forks, polystyrene cups -- or does it supply the real thing and make it easy for employees to clean up?
PAPER RECYCLING
More than 75 percent of office waste in the United States is composed of paper, most of which can be reused or recycled. Separating paper for recycling can reduce your organization’s waste disposal costs and reduce the environmental burdens associated with landfilling or incinerating used paper. The questions below are aimed to make sure your office is recycling as efficiently as possible.
Questions for Office/Facilities Managers
· Does your organization contract with garbage haulers directly? If not, can you get information about your garbage hauler from your building management?
· What materials do your current garbage haulers recycle, and how do they prefer those materials be prepared for collection? 

· If you contract directly with waste haulers and are not satisfied with their commitment to recycling, can your organization switch haulers if necessary?
· Are there recycling containers in your office? Are they located in places where people are likely to need them, such as in copy, printing and kitchen areas? If you don’t have recycling containers in your office, can you obtain some and place them in these areas?

· Are custodial staff in the building informed about and able to handle any changes in your recycling system?

· Can separate containers for paper recycling be placed in individual offices? Will custodial staff empty each container into a central recycling location, or does your organization need to consolidate your paper recycling yourselves?

· Are trash and recycling containers clearly labeled?

· Are recyclables being thrown away in trash containers? Can recycling containers be moved, signs improved, or communications increased to reduce the amount of recyclables being disposed as trash?
· Are staff clearly informed by memos, signs or other communications about office recycling procedures and recycling container locations?
PAPER PROCUREMENT

The production and use of paper takes an enormous toll on the environment, damaging forests, polluting water and stuffing landfills with unnecessary waste. Buying environmentally preferable paper -- that is, paper with high postconsumer recycled content, paper certified by the Forest Stewardship Council, paper guaranteed to contain no fiber from endangered forests, and paper made without the use of toxic chemicals such as chlorine and mercury -- can help save forests, conserve water, reduce global warming pollution, encourage local recycling programs and prevent useful materials from ending up in landfills and incinerators . It can also help steer the paper industry toward more sustainable practices. Answers to these questions will help your company develop guidelines for purchasing better paper.
Questions for Purchasing Department/Office Managers
· Which departments or individuals are responsible for paper purchases?

· What kinds of paper do they purchase (specific products/grades)? What are the environmental specifications of these products -- for example, what percentage postconsumer recycled content do they contain? What bleaching method do they use? Is the fiber certified, and by whom?
· Is purchasing of paper products centralized? Is it done online or done from retail outlets, vendors or printers? If purchasing is not centralized, is there a way to make sure any changes in purchasing policy are communicated to all paper purchasers in the organization?
· Which suppliers do you use for each of your paper products? 
· What is the cost of each of the paper products you purchase?

· What are your current paper procurement policies or criteria you apply to paper purchases? Are environmental considerations weighed? Can you integrate environmental specifications into your paper procurement policy?
· For each of the products currently purchased, can you work with your existing suppliers to substitute products that are environmentally superior (e.g., products with higher recycled content, and processed chlorine-free)? Can you substitute products without increasing cost? If costs will increase, can this be counterbalanced by paper reduction measures, or considered as part of a public relations budget?

· If existing suppliers are not able to provide environmentally preferable products, can you switch suppliers?
· Do you know where the virgin fiber in your paper comes from (e.g., chain-of-custody)?

