 Lunch and Learn:  Tips on how to Reduce Paper Use

I. Overview: The Paper Cut Campaign –  5 minutes

II. Concrete Methods to Reduce Paper Use (and save money) – Mark LaFond – 20 minutes

A. 2 sided Printing on Fleet Copiers and Production Orders

B. 2nd Use Paper

1. Some limitatioins

2. What to watch out for

3. A simple procedure

C. Communication Planning

1. Is there a better way?

a. InWeb Posting or Groupwise email

b. Posters vs. brochures

c. Using the Organization Structure

2. Consolidating program messages.

3. Distribution Method

a. Mailing

b. Event

c. Pick up from location

4. Learn to say less

D.  Mailing List Management 

E. Just in Time Printing – Reduce print run lengths

1. Long Term Storage of files

2. Doc Store – Document Management

F. Careful Proofing  

1. As many eyes as possible.

2. Read it aloud, word by word.

G. FedEx Kinkos Business Stationery Service 

1.  .5% error rate

2. Actual paper savings = 

III. Tips to successful 2-sided printing – Gigi Leavitt – 5 minutes

A. Formatting page numbers

B. Let FedEx Kinko’s add page numbers

C. Binding considerations

D. Head to head, head to toe

E. Tab positions 

F. Ask us!  

IV. Some Specific Paper Elimination Strategies – Mark LaFond -  5 minutes

A. CD duplication + distribution

B. Electronic broadcasting

C. Pdf proofing and distribution

D. Electronic job submission

E. Video conferencing

V. Miscellaneous Notes

A.  We are currently working with Purchasing to provide quarterly paper use data.  We believe it would be helpful to disseminate that information to City users.  

B. FedEx Kinko’s offers 100% post-consumer waste, chlorine-free paper (20lb bond, “copy paper”) at no additional cost.  Just ask for it when you place your order.  
VI. Questions and Answers – all – 10 minutes.

The Following Items will be available:

Non Event Specific, extras will be returned

· Business cards 

· Products and Services Brochure

· Sustainability report

Event Specific 20 copies available will be provided upon request beyond that quantity.

· Forest products policy

· Contract Contact Sheet

· This Outline

· Presentation Feedback Survey

