Business paper reduction email template guide

	[bookmark: _GoBack]Suggested email tip optionsTo: Staff
Subject: [will vary – some suggestions are provided below]
Hi Team,
 [insert tip from list below or from Paper Reduction Guide or business’s selected actions]
Paper reduction can’t happen without you. When we each make just a few small changes, it adds up. Less paper helps our bottom line and it’s good for the environment too. Thanks for your help in making paper reduction part of how we do business!
Sincerely,
[Green Team or leadership]


	Subject line
	Tip

	Think twice 
	Do you really need to print that? Review your emails and documents before printing. Can you read, review, or share it some other way? Are all corrections made and is the formatting correct? Take an extra minute to look for errors before printing. It could save you time (and paper!) in the long run.

	Use both sides
	Set your computer to duplex by default. Make copies double-sided whenever possible. Double-sided print jobs cut our paper almost in half!

	Embrace the 21st century
	Send emails and post documents online whenever possible. Review, share, and store documents electronically. 

	Learn to share
	Post and circulate lengthy documents and reports. Post agendas for meetings in the room instead of making copies. 

	Once is not enough
	Save one-sided prints for reuse as draft paper. Just remember to remove paper clips and staples and don’t use paper that is creased or ripped or contains sensitive or confidential information. 

















Hi Team,
We are committed to saving money, and helping the environment, by reducing the amount of paper we use. The steps we have all adopted the past year have been pretty easy and it turns out they have also been effective paper reduction practices.  Here’s how we’re doing: 
This year’s paper reduction numbers [use all that apply] 
· We used [insert] pages of office paper for printing and copying.  If all of this paper was stacked in a single pile it would be [insert] feet high.  (multiply each 1,000 sheets used by 0.33 to approximate height in feet)

· On average, we printed [insert] sheets of paper for each employee.
· We [reduced/increased] our total office paper consumption by __%. This allowed us to save $___. (use figures from Cost of Paper Calculator)

Saving money on paper and related costs like ink allows us to be a more competitive business. It also means that we decrease our environmental footprint.
 Thanks for your efforts!  We are proud of the steps we have taken and look forward to doing even better next year.
Sincerely,
 [Green Team or leadership]


