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 Waste


W.1	We conducted an audit of our waste stream. 
Intent-	A waste audit is an analysis of your office waste stream. It identifies the leading types of waste your office generates. Using this information, your office can identify ways to reduce waste, increase recycling, and determine the potential for cost savings through re-use.
Point Value- 5 points
Instructions- How to conduct a waste audit:
1) Choose several waste and recycling bins to monitor. Check the bins periodically throughout the day to see what the largest waste streams are.
2) Determine the best way to improve your recycling and re-use rate. If you are finding lots of cans in the trash, remind your office that cans are recyclable. If your recycling bins are constantly full of paper, encourage your office to try and re-use and re-purpose the paper. 
Tip- Always locate recycling and trash bins next to each other in common spaces to improve diversion rates
W.2 We have an annual Office Clean-Out Day.
Intent- 	An office clean-out can help increase awareness of waste practices and recycling in the office, as well as prevent over-ordering.
Point Value- 3 points
Instructions-      Communicate with your office and decide on a day to go through your office and clean-out unneeded material. This frees up space, and gives your office an opportunity to inventory supplies and evaluate purchasing habits. 
W.3 	We work with Facilities to take our unwanted or damaged furniture to be recycled or added to surplus.
	*This is a VCU required policy
Intent-	The university encourages the re-use of serviceable furniture and equipment, and the recycling of damaged furniture. This reduces materials and resources needed to manufacture new items, as well as landfill waste.
Point Value- 2 points
Instructions-      The Surplus Property Department is responsible for evaluating excess university personal property to determine the most cost effective method for disposal. To initiate this process, please submit a reimbursable work request for surplus property pickup by calling (804) 828-9444, faxing (804) 828-8516 or on the Web at QuikFM. http://www.fmd.vcu.edu/physicalplant/surplus.html
Waste


W.4 We have a designated individual to report all leaks to facilities.
Intent-	Water waste like sink leaks, and running toilets add up over time. Reporting these leaks right away can prevent a tremendous amount of water from being wasted. 
Point Value- 2 points
Instructions- Choose a person who will be in charge of reporting leaks through QuikFM. https://quikfm.vcu.edu/   
W.5 We set double-sided printing as a default on our office computers.
Intent- Printing double-sided is a great way to immediately reduce paper consumption by 50%.
Point Value- 2 points
Instructions-	PC: http://windows.microsoft.com/en-us/windows/choosing-printoptions#1TC=windows-7 
Mac: https://it.sheridancollege.ca/selfhelp/printing/mac-duplex-default.html   
W.6	We used reduced margins to decrease the length of the documents we print.
Intent-	Reducing the paper margins on documents decreases the document length, thus decreasing the number of pages used to print. This saves paper, money, and valuable natural resources.
Point Value- 2 points
Instructions- PC: : http://www.mintprintables.com/print-tips/adjust-margins-windows/ 
	         Mac: http://www.mintprintables.com/print-tips/adjust-margins-osx/    
W.7	We hold zero-waste staff meetings (over 75% of meetings are zero-waste).
Intent- Striving for zero waste is a cost-efficient and easy to implement strategy that all of VCU should employ.
Point Value- 3 points
Instructions-	You can reduce paper waste by, providing electronic copies of all relevant documents. Reminding participants of the meeting that the you have a zero waste goal will ensue your efforts are effective. 


Waste


W.8 We keep a stack of previously used paper near printers for re-use.
Intent-	Used paper can be re-used for scratch paper, internal memos, or notepads. Reducing paper use reduces the number of trees cut down, helping carbon sequestration, additionally it prevents pollution that occurs in the paper making process. 
Point Value- 2 points
Instructions-      Designate an area, tray, or shelf near a common printer or where other paper supplies are kept. Make sure the paper is conveniently located for ease of access.  
W.9	We have a designated area in our Office where we share supplies that can be re-used.
Intent- Reusing supplies is a great way to reduce costs in your department.
Point Value- 3 points
Instructions-	Designate an area or shelf for reused supplies. It is often best to store reusable supplies with new supplies so staff can easily choose to reuse.
W.10 We have eliminated all personal printers and utilize a shared network printer.                                  
Intent- Organizations can save as much as 65% on total printing costs through printer consolidation efforts. Printer consolidation optimizes the cost of hardware, consumables (paper, ink, toner), electricity, and maintenance.
Point Value- 4 points
Instructions-  Communicate to your office that you would like to implement this initiative. Identify the personal printers that do exist and ask if rerouting their printing to a shared printer would be possible. Contact VCU Technology Services at 828-2227 for help with connecting a computer to a networked printer.
W.11 We have replaced disposable items with reusable mugs, dishware, and utensils for office use.
Intent-	16 billion paper cups are used for coffee every single year in the U.S. This translates to over 6.5 million trees cut down, 4 billion gallons of water wasted, and enough energy used to power nearly 54,000 homes for a year. Reusable items are an easy way to save a tremendous amount of waste
Point Value- 3 points
Instructions- Have office members bring in old dishes from home, or buy inexpensive, gently used items from Goodwill.
Waste


W.12 We have eliminated the purchase of bottled water and replaced it with an office water filter.
Intent-	Using a filtration system, and filling your water into reusable water bottles reduces the enormous amounts of waste that are generated from plastic water bottle manufacturing and transport.
Point Value- 3 points
Instructions- Using a filtration system, and using reusable water bottles reduces the enormous amounts of waste that is generated from plastic water bottle manufacturing and transport.   
W.13 We have eliminated the use of single-use coffee pods in our office.
Intent-	Single use coffee pods are difficult to recycle, more expensive, and generate a lot of waste. 
Point Value- 1 point 
Instructions-   Purchase a traditional drip coffee machine and communicate so coffee doesn’t go to waste.  
W.14 We have recycling bins in our conference rooms, common areas, kitchens, and everywhere a trashcan is present.
*This is VCU required policy.
Intent-	Increasing accessibility to recycling bins encourages their use, especially to direct waste to recycling rather than trash.
Point Value- 2 points
Instructions- To request recycling containers for your office, visit QuikFM on the web. https://quikfm.vcu.edu/ 
W.15 We have eliminated desk-side trash containers and switched to desk-side recycling containers with central trash locations.
	*This is a VCU required policy.
Intent-           Desk-side recycling makes recycling easier, while forcing you to think twice before throwing something out.
Point Value-   2 points
Instructions-	Make sure your staff understands the benefits of keeping trashcans only at central locations, explain your office’s goal of sustainability. To request new bins, contact https://quikfm.vcu.edu/. 
Waste


W.16 We recycle all of our inkjet and laser cartridges, and we surplus all electronics that leave our office.
		*This is a VCU required policy.
Intent-	Recycling ink cartridges, toner cartridges, and sending electronics to surplus can have a tremendous positive impact. Ink cartridges, toner cartridges, and electronics all contain valuable metals that can be recycled to prevent additional mining. Additionally, the making of these products are energy and water intensive, recycling them is a great way for your office to take reduce their footprint.
Point Value-      3 points
Instructions-	Place your used ink-jet or toner cartridges in the prepaid mailing envelope provided by the manufacturer and have VCU Mail pick up. Ball Office Product will pick them up while delivering new orders.
For Electronics submit a reimbursable work request for surplus property pickup by calling (804) 828-9444, faxing (804) 828-8516 or on the Web at QuikFM https://quikfm.vcu.edu/ .
W.17 We provide a box for non-VCU owned cellphones and electronics to be recycled. 
Intent- 	To eliminate electronic waste from landfills and ensure that electronic waste is disposed of appropriately.
Point Value- 2 points
Instructions- Label a box and place it in a central location in your office.  When you are ready to recycle the cell phones, get in touch with VCU Police. Drop off old electronics at the VCU Police Department, 938 W. Grace St. The proceeds will benefit the National Coalition Against Domestic Violence (http://www.ncadv.org).For more information, contact Tricia Mozingo at tlmozingo@vcu.edu or (804) 828-6356.








Purchasing


P.1	We have created a comprehensive inventory of all office supplies to avoid over ordering and duplicate purchase. 
Intent- Creating an inventory can help avoid unnecessary purchases, and save money and resources.
Point Value- 3 points
Instructions- By creating an inventory you can eliminate duplicate purchases. Identify one person to be responsible for updating the inventory (preferably the person that makes office supply purchases), then share the inventory on Google docs so everyone in the office can see and update it in real time. 
P.2 We purchase only recycled laser and copier toner cartridges.
Intent-	Recycling inkjet and laser jet cartridges makes a big impact on reducing energy and waste. Remanufacturing plastic cartridges using recycled plastic uses 80% less energy than making new plastic. Toner cartridges are 97% recyclable.  
Point Value- 3 points
Instructions- Contact your vendors to see if they have recycled content cartridges available.
P.3 We do not purchase any items packed with Styrofoam. 
Intent-	Styrofoam is a petroleum-based material that is not biodegradable and is difficult to recycle. The best way to reduce the amount of Styrofoam created is to re-use what you have and try to avoid buying products that have Styrofoam packaging.
Point Value- 2 points
Instructions- Contact your vendors about Styrofoam free packing. 
P.4 We consolidate our orders so that we do not make purchases less than (pick one) $50, $100, or $200.
Intent-	Fewer orders reduce the amount of resources used in packaging, transportation, as well as lowering the costs to your office
Point Value- 3 points possible 
Instructions- Communicate with your office whenever purchasing to see if consolidating orders is possible


Purchasing


P.5	We purchase paper that is chlorine-free, 50% or 70% recycled content, and Forest Stewardship Council certified.
Intent-	Purchasing and using products made with recycled materials reduces the amount of new resources used, reduces landfill waste, and increases market demand for sustainable products.
Point Value- 4 points possible
Instructions-	VCU’s procurement policy states all copy paper purchased must be 30% recycled content minimum. By purchasing paper that is chlorine free, made from higher recycled content, and FSC certified, your office is going the extra mile to help VCU in its sustainability goals. http://procurement.vcu.edu/our-services/university-purchasing/ sustainability/#.VE_thvTF8bs   
P.6	We purchase letterhead, envelopes, and business cards that are chlorine-free, 50% or 70% recycled content, and Forest Stewardship Council certified.
Intent-	Purchasing and using products made with recycled materials reduces the amount of new resources used, reduces landfill waste, and increases market demand for sustainable products.
Point Value- 4 points possible
Instructions-	VCU’s procurement policy states all copy paper purchased must be 30% recycled content minimum. By purchasing paper products that are chlorine free, made from higher recycled content, and FSC certified, your office is going the extra mile to help VCU in its sustainability goals. http://procurement.vcu.edu/our-services/university-purchasing/ sustainability/#.VE_thvTF8bs
P.7 At least 50% of our events are zero-waste events. 
Intent-	Striving to hold events that are zero-waste creates an environment that is more conscious of how generated waste can be recycled or diverted away from the landfill.
Point Value- 2 points
Instructions-	http://www.upenn.edu/sustainability/sites/default/files/downloads/Zero-Waste%20Event%20Guide%202014.pdf 



Purchasing


P.8	We purchase food in bulk trays rather than purchasing cardboard or plastic-boxed meals, and we have our caterer do the same.
Intent- Favoring buffet style food and bulk container drinks and condiments reduces waste and resource consumption.
Point Value- 3 points
Instructions- Ask Aramark/VCU Catering to bring water or drinks in dispensers, instead of individual drinks and for bowls of snacks instead of individual bags. Other caterers you use should be able to do the same too. This cuts down on food waste and excess packaging. 
P.9 We use caterers that provide locally grown produce.
Intent- Locally grown produce requires less energy to be transported from the farm to VCU.
Point Value- 2 points
Instructions-	Request that whoever caters your event use locally grown produce, this helps the local economy as well as lessening VCU’s carbon footprint.
P.10	We include at least 50% vegetarian options in our orders for events.
Intent- Vegetarian and vegan menu options, requires less energy to produce than meat-based menu options.
Point Value- 2 points
Instructions- Communicate with your caterer that you would like to include more vegetable based food in your order.
P.11	We only purchase giveaway items that are reusable and made from recycled material.
Intent-	Many giveaway items are available in recycled-content varieties. There are also many giveaways that can be used to replace disposable materials like, reusable water bottles, or reusable grocery bags.
Point Value- 2 points
Instructions- Contact your vendors about more sustainable options for giveaways.



Purchasing


P.12	We reuse furniture from VCU surplus before purchasing new. When we purchase new, we buy furniture with at least 50% recycled content.
Intent-	VCU Surplus has many desks, chairs and other furniture that are still completely functional. These are all no-cost for VCU departments, you are only responsible for paying for delivery. This saves money for your department and reduces the amount of raw materials needed to produce new furniture.
Point Value- 3 points
Instructions- Departments in need of furniture may call either the Surplus Property Manager at (804) 827-0576 or the General Services Manager at (804) 828-2178 to inquire about the availability of items of interest. Department personnel are encouraged to view the items by making an appointment to travel to the re-use warehouse to inspect what is offered.
P.13	All of our computer purchases meet at least EPEAT Silver standards.
	*This is a VCU required policy.
Intent- EPEAT stands for Electronic Product Environmental Assessment Tool which assesses the environmental-friendliness of computers and other electronic products. EPEAT registered products meet strict environmental criteria.
Point Value- 1 point
Instructions-When looking for a new computer search the EPEAT Registry for the type of computer and size you are looking for to see what the available options are that are silver or gold certified. http://www.epeat.net/  
P.14 All new equipment purchases are ENERGY STAR rated. If ENERGY STAR is not available, we work with our vendor to purchase the most efficient option.
Intent-	Energy Star rated equipment uses at least 40% less energy, saves money, and helps protect the environment. These devices also run cooler and last longer than standard machines. 
Point Value- 2 points
Instructions- http://www.energystar.gov/             


Energy


E.1 We keep our thermostat at 68F for heating and 74F for cooling.
Intent- Maintaining these settings save a tremendous amount of energy
Point Value- 3 points
Instructions- It may be helpful to assign one person to monitor the thermostat, also remember to communicate to your office your sustainability goals, and remind them to dress appropriately for the office temperature
E.2 We leave clear space in front of all of our radiators and vents.
Intent-Leaving space in front of our radiators and vents promotes better air flow in the office, and reduces the amount of energy lost from inefficient heating or cooling.
Point Value- 2 points
Instructions- Have a member of the office regularly check to make sure vents are unobstructed.
E.3	We have a designated person to unplug all microwaves, coffee makers, printer etc. at the end of the workday. 
Intent-	Many electronics and appliances use electricity even when turned off or not in use. Unplugging them ensures they do not consume unnecessary energy when not in use.
Point Value- 3 points
Instructions- Smart strips, similar to surge protectors, can be programmed to turn on and off at certain times. If that is not an option, consider having a person unplug appliances as the end of the workday.
E.4 We have eliminated all space heaters in our office.
Intent-	Space heaters can use an incredibly high amount of energy, no matter what the size of the device. Additionally, usage of a space heater can throw off the heating/cooling system of the building or office area, resulting in inefficient heating/cooling for the rest of the office. 
Point Value- 3 points
Instructions- Inform all staff of your sustainability goals, and explain the wasteful nature of space heaters, and ask for the removal of any that are present.



Energy


E.5	Before extended breaks our office unplugs and defrosts our refrigerator/freezer.
Intent-	Large pieces of equipment draw energy even when powered down. Unplugging them when not in use is a great way to save energy. In the case of refrigerators, it’s also a great time to service and perform maintenance on them.
Point Value- 4 points
Instructions- Inform all staff members and have them clean out on the fridge of any belongings. Unplug the fridge and keep an eye on the water generated by the freezer deicing.
E.6	We have sleep mode enabled on monitors, copiers, and printers, and we power down all of these devices at night.
Intent-	Sleep mode can save significant amounts of energy any time an electronic device is not in use. Sleep mode can be entered in a short amount of time, such as 15 minutes of inactivity, and auto-off can be set for a longer time period, such as after 60-90 minutes of inactivity.
Point Value- 3 points
Instructions-	Go to your computer’s settings and enable sleep mode after a certain period of time. Visit http://www.energystar.gov/ia/partners/manuf_res/sleeping.pdf for more information. If you need more help contact the IT help desk at (804) 828-2227 
E.7	We use power strips or “smart strips” with surge protectors to allow for easy shut down at night. 
Intent-	Many electronic devices draw energy even when turned off, just by being plugged in. When the device is plugged into a power strip, and the power strip is switched off, that device is no longer using any energy.
Point Value-  3 points
Instructions-	Explore different kinds of power strips and find what will work best in your office. http://science.howstuffworks.com/environmental/green-tech/sustainable/smartpower-strip.htm 



Energy


E.8	We send, or will send, an e-mail to our staff before holidays and breaks containing an energy saving checklist for leaving their office.  
Intent-	Sending an email before breaks to remind staff to unplug and turn off electronics can cut potential energy waste significantly.
Point Value- 4 points
Instructions- http://vcugoesgreen.vcu.edu/pdf/prebreak%20checklist.pdf 
E.9	We have posted prompts near light switches to encourage energy conservation.
Intent- Visual reminders can help keep lights turned off when not needed.
Point Value- 1 point
Instructions- Post small reminders near office light switches, reminding staff to turn off unnecessary lights when sunlight suffices, or during off-hours
E.10	Our workstations have task lighting, to be used when the office is mostly unoccupied.
Intent-	When the office is mostly unoccupied, energy can be saved by using task lights instead of turning on overhead lights. 
Point Value- 2 points
Instructions- Identify times and areas where overhead lighting can be turned off, such as designated off times, or when the office is mostly empty, and use individual task lighting instead. Task lighting is a good way to incorporate LEDs into your office.
E.11 We turn off lights and use natural lighting whenever possible.
Intent- Using natural lighting saves energy and money, and often has aesthetic advantages to artificial lighting.
Point Value- 2 points
Instructions- Remind staff to turn off lights when sunlight is sufficient to light spaces.

Health & Environment 


H.1 In our kitchen we use environmentally friendly dishwashing soap.
Intent-	Many dishwashing detergents contain phosphate. If too much of it gets into waterways, algae and phytoplankton feed on it and reproduce in massive numbers, causing an algal bloom. Algal blooms have detrimental effects on our environment and waterways.
Point Value- 2 points
Instructions- When purchasing soap, we recommend using Seventh Generation dish soap from Ball Office Supplies.
H.2 In our office we use environmentally friendly all-purpose cleaner. 
Intent-Many cleaning supplies contain harsh chemicals that can have detrimental effects if overexposure occurs
Point Value- 2 points
Instructions- When purchasing environmentally friendly products we recommend using Seventh Generation all-purpose cleaner from Ball Office Supplies
H.3	We have 1 plant per 5 people in our office, or 1 plant per 2 people in our office.
Intent-	Research suggests efficient air cleaning is accomplished with at least one plant per 100 square feet of home or office space. Other research has shown that microorganisms in the potting mix of a potted plant remove benzene from the air.
Point Value- 4 points available
Instructions- http://www.trueactivist.com/10-best-plants-to-grow-indoors-for-air-purification/









Transportation


T.1	We have information regarding VCU's alternative transportation programs posted in the office. This includes information about discount GRTC passes, Zipcar, the Zimride car pool program, and the Office of Sustainability's RamBikes program.
Intent-	Employee commuting makes up a large portion of VCU’s carbon footprint. Switching to a more sustainable form of transportation for your commute is of the most meaningful things an individual can do to improve sustainability efforts at VCU.
Point Value-      3 points
Instructions-	VCU has great programs in place to help employees commute in a sustainable manner.
http://www.zipcar.com/universities/virginia-commonwealth-university 
https://zimride.com/vcu
https://parking.vcu.edu/transportation/transit-pass/faculty-and-staff/
https://bikes.vcu.edu/  
T.2	Percentage of staff who use sustainable transportation methods for their commute (25%, 50%, 75% or 100%).
Intent-	Single occupancy vehicles are still the most commonly used method of commute at VCU, you can help to change that by informing staff of more sustainable commuting options  
Point Value-      5 points available
Instructions-	Sustainable transportation methods include; walking, carpooling, using a bicycle, or using public transportation. For this field, count only staff who use a sustainable method of commute at least 3 days a week.




 

Transportation


T.3	There is bicycle parking located convenient to our building. If not, we have contacted Facilities to see if relocating existing bike racks or obtaining new racks is a possibility. 
Intent- Providing accessible bike racks make a bicycling commute even easier.   
Point Value- 2 points
Instructions-	To obtain new bicycle racks for use near your office contact facilities at https://quikfm.vcu.edu/ or contact RamBikes https://bikes.vcu.edu/contact-us/ 
T.4	We offer telecommuting opportunities and/or flexible schedules so workers can avoid heavy traffic commutes.
Intent- Reducing the number of days an employee spends commuting offers significant greenhouse gas reduction 
Point Value- 2 points
Instructions-	Communicate with your staff to see if flexible scheduling or telecommuting would be a mutually beneficial arrangement
T.5	We have provided our office with bicycling safety tips, and we have encouraged our bicycle commuters to register their bike with VCU Police.
Intent-	Safety is of crucial importance for VCU, make sure your staff has all the resources available to make their bicycle commute a safe one. 
Point Value- 3 points
Instructions-	Inform your office on how to safely use a bicycle in the city of Richmond using the guides provided by VCU Police. 
https://police.vcu.edu/stay-safe/cars-bikes--scooters/ 
https://police.vcu.edu/services/bike-registration/ 



Involvement 


I.1	Our department has shared a newsletter about our participation in the GROW program.
Intent-	Producing an email or newsletter informing your colleagues that you are participating in the program will raise awareness, which will encourage participation from staff.
Point Value- 3 Points
Instructions- Use the information from the GROW documents to explain the program to your office
I.2	We have information about our department’s sustainability initiatives and policies posted in the office. 
Intent-	Education and information ensure all staff and visitors are aware of the environmental efforts and help increase participation.
Point Value- 2 points
Instructions-	The Office of Sustainability provides downloadable posters on our website as a resource for bulletin boards. Visit vcugoesgreen.vcu.edu, click resources and see posters under the Green Office heading.  
I.3 Stewardship and volunteer opportunities are posted in the office.
Intent- Help make Richmond a better place by encouraging your colleagues to volunteer in the community. 
Point Value- 2 points
Instructions- 	Each full-time staff member at VCU has 16 hours of annual community service leave. Every year many hours are not used. Visit http://www.handsonrva.org/ for local opportunities.
I.4 We recognize staff members for their sustainability efforts.
Intent-	Publicly recognizing your employees who go the extra mile for sustainability will help foster an environment of awareness.
Point Value- 3 points
Instructions- You can notify your office of an employee’s extra efforts through email, at a meeting, or in a bulletin board posting.


Involvement


I.5 Our office has hosted a sustainability themed presentation, or sent staff to an external sustainability presentation in the past 2 years.
Intent- Sending staff to external sustainability event is a great way to learn more about sustainability.
Point Value- 2 points
Instructions- Attend any event like, Campus Sustainability Day (October), Earth Day (April), Great Bike Round-Up (August and April) or any of the many others. Check the Office of Sustainability newsletter, or contact the office for news on any upcoming events. There are several free events during the year that are announced in the TelegRam and on the VCU Calendar. 
I.6 We Inspired another office to pursue GROW certification.
Intent-	Encouraging other offices to participate helps increase awareness about the program and improve the overall sustainability of the VCU campus.
Point Value- 5 points for first office, 2 points every additional office
Instructions-	Talk to staff at other offices and inform them of your office’s commitment to sustainability and the steps you are taking to reach your sustainability goals. Encourage them to participate and refer them to the Office of Sustainability. 
[bookmark: _GoBack]I.7	We have successfully implemented additional green projects in our office.
Intent-	If you have any additional green projects implemented by your office, but not covered under any of these checklist items, please explain here in as much detail as possible. The Office of Sustainability will determine points earned.
Point Value- TBD
Instructions- Include description in the scorecard. 
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