Top 10 Ideas from All 7 Brainstorming Sessions
Rm 335
1. Creating a campus-wide unity of thought and unity of purpose and unity of action that needs to be ongoing and sustainable. (Education with accountability of College Community.)

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. Assess and modify paper processes with electronic processes when possible.

· Paperless receipts

· Timecards

· Acknowledgments of gifts

· Admissions 

· Greater use of Onbase (electronic document system)

5. Eliminate paper redundancies.

Room 345 

1. 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

2. OnBase electronic document management system

· Training on usage, security, retrievability

· Minimize need for paper files

· Encourage program to expand across campus

3. Utilize offices that need one-sided recycled paper (Math Skills Center)

4. Change work habits of students

· Do you need to print this? Prompt

· Electronic projection screens NNB in LDC, Burton, and Snack Bar, Library Lobby

· Utilize 5th Year ENTS intern for recycling initiative

· NSW orientation program to inform on paper use and recycling on campus

· Save all recycled paper and create an art project on the Bald Spot

· Track printing / copying so people can benchmark their use

5. Challenge (similar to Energy use last year) as an incentive between faculty, students, staff and possibly versus St. Olaf

Rm?

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

2. Rewarding – set department paper usage goals– communicate great ideas and examples throughout campus.

3. Be a department advocate.

4. Greater use of electronic communication: scanning, email, text messaging, Collab, and Moodle.

5. Encourage duplexing 

Rm 302
1. Move to paperless work flow between offices.  More scanning of documents.

2. Charge for paper use – give a certain number for free and then charge.

3. Have places on campus where people go to look for information (screens around campus or office bulletin boards – with SNACKS?)  Do we really need all the paper notices we get from other offices on campus?

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

5. Develop a criterion for determining valid uses of paper at the Administrative Council level and implement from the top down.
CSRoom

1. Quota with a charge on excess printing

2. Reduce paper and plastic products

3. Contest to save money, recycle more, saved money will go to the winner in the form of a hybrid car

4. Electronic filing

5. Electronic message board/events in strategic areas

Room 244:

1. Implement a Carleton recycling website

2. reconfigure all printers to duplex as default

3. Implement the print management software

4. More/better IT support for online forms/reading/software

5. THINK before you print!

Room ?
1. 
“Sphere of Influence” sign at each work station

2. 
Forum for technology challenges (Onbase, imaging)

3. 
Be aware of number of copies and cost for each mailing (do not print more than needed)—reduce number of mailings

4. 
Educate everyone on how to send/manage information electronically

5. 
Two printers on campus—open tunnels to access the printers

6. 
Interoffice competition

7. 
Educate each department on how much paper they are actually using.  Many people do not know the numbers.

