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In Your Office...

Double-sided printing: Always use
both sides of the paper! Set all employee
computer defaults to "duplex print."

Proof documents on screen when
possible and teach employees to use print
preview and spell check before printing.

Use email! It's paperless and fast!

Establish purchasing guidelines to
encourage waste prevention (buy durable, highly-
concentrated, reusable, high-quality products).

Circulate memos, periodicals and
reports, rather than distributing individual
copies. Make scratch pads from used paper.

Refill your toner cartridges and
recycle office paper, glass, plastic and metals.

Buy recycled-content products. Support
your office's recycling program by buying the paper

made from your old office paper!

Use durable dishes instead of disposables,
and keep an extra set of silver ware at work!

Encourage carpooling, biking, and taking the

bus to work by offering incentives or discuss
possibilities with your supervisor.




Junction City Recycles
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RECYCLE
REDUCE

REFILL
REUSABLE
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JUNK MAIL

BUS
CARDBOARD

CLEAN AIR

REUSE
SHARE
TELEPHONE BOOKS

MAGAZINES

MOTOR OIL
NEWSPAPERS

OFFICE PAPER

TREES
WALK
YARD DEBRIS

COMPOST
PLASTIC
PREVENT ION

CONSERVATION
DOUBLE SIDED
DURABLE
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