Top 10

1. Educate staff/students  through orientation on College paper use/recycling and how they can play an important role.

2. Print management software and equipment in place to monitor/track/limit.

3. Friendly competition and recognition on % change in reducing, reusing, and recycling (within and without, i.e., St. Olaf). 

4. Do you need to print this? Prompt

5. Use more electronic ways to disseminate communication 

· on and off campus mailings (Elements, invitations, etc.)

· opt-outs for faculty /staff (Calendar, etc.)

· flash drives for ‘take home’ reading

· Create online ‘letterhead’ templates

· utilize campus projection screens, tickers, etc. to disseminate information

· ½ size letterhead for things that don’t need a full page

6. Set duplex as the default on all printers – or half sheets.

7. Develop a criterion for determining valid uses of paper at the Administrative Council level and implement from the top down.
8. Educate each department on how much paper they are actually using.  Many people do not know the numbers.
9. More/better IT support for online forms/reading/software

10. Electronic message board/events in strategic areas

