Using Paper Efficiently within the Office

A single sheet of paper may seem like an insignificant thing, but the use of thousands of sheets each day has a huge impact on the environment! This is especially true in an organisation like LCC where everyone uses a lot of paper. It also costs the organisation a lot of money! 

Why Should I Bother About Saving Paper?
Well it can help in a number of ways.

· In the big picture saving paper helps protect the forests and the animals that live within them.  Cutting down forests affects the earth’s climate, since trees absorb carbon dioxide, one of the greenhouse gases that cause global warming.  The paper industry itself also creates a lot of greenhouse gases, it is reputed to be the third largest source of global warming pollution in the world.
The wood is turned into pulp which is then transformed into paper.  This process uses many harmful chemicals which can end up being released into the air and the water.  Often paper is bleached with Chlorine, which produces some very harmful substances that can build up in soil and water, where it is taken in by plants and animals and gets into the food chain, there is concern that this is causing severe health problems for people.
Finally once the paper has been used it is a huge waste problem.  Paper takes up valuable space in landfills, while the ink can pollute local streams and rivers.  If we don’t recycle the paper the whole process starts again! 

· On a smaller scale, saving paper helps the Council achieve its efficiency targets, without affecting the services provided or the number of staff employed.  
Significant reductions in paper usage can be achieved simply through good housekeeping and by thinking about how we use paper in the office.
Last year LCC spent £180,000 on purchasing plain paper for printing and copying, this equates to 50,000,000 sheets or 250 tonnes in weight. It would take approximately 4,250 trees to make this paper and we would need 2,500 filing cabinets to store it!  Add to this all the other stationery we purchase e.g. envelopes, notepads, compliment slips and we are talking a very considerable spend! 

· The storage of paper is also a considerable cost, last year it cost the Adult & Community Services and Children's & Young Peoples Directorates combined £135,000 to store their records within the Records Management Service. 

· Good paper management is based around the principle of the three R’s Reduce, Reuse & Recycle! 

· Lancashire County Council is trying to help with the bigger picture issues by purchasing unbleached, recycled paper and wherever possible by operating recycling of it’s used paper. 

Below are some simple tips and actions that can help to reduce the amount of paper used in your workplace.   Each member of staff can play an important part in this, no matter how small the individual action may be, across the whole council it will add up to very significant savings!  Speak to colleagues about saving paper, lead by example it is surprising how many people will follow!

Top Tips 

Photocopying

· Only copy as many copies as you need, don’t copy a few extra just in case! 

· Don’t copy agendas and notes of meetings for participants if these have already been emailed to them. 

· If copying lengthy documents that include cover sheets, end sheets etc. take these out before copying why copy blank sheets of paper. 

· Always copy documents double sided (this is known as duplexing).  All our current photocopiers have the facility to copy double sided to double sided and single sided to double sided. 

· A lot of the photocopiers also have an image reducing facility you can use this to copy into book format, in conjunction with duplexing it will allow you to get 4 pages of copying onto one sheet of paper.  Although this may not be suitable for all documents as the print size is reduced it is alright for many internal documents. 

Both these suggestions have the added benefit of reducing the weight and bulk of the paper being carried around.  They can also help reduce postage costs!

Faxing

· Ensure the machine is formatted correctly to avoid blank pages being printed. 

· Set the machine so it does not produce printed confirmation sheets. 

· Use a label as the cover sheet and attach this to the first page rather than a separate sheet or if sending a set format on a regular basis, include the cover details on the form rather than a cover sheet. 

Printing

· If your printer has the facility print double sided 

· We have standards that are set (see communication pack on the intranet) for the layout and font size to be used for external correspondence, however for internal correspondence or reports we can be a little more flexible.  Reducing the font size, the margins and any “white space” left in a document can reduce the number of pages a document uses. 

· Always produce documents in single spacing 

· Before you print a document or email think do I really need to print this off! 

Documents & Emails 

Receiving Documents
· Only print off documents and emails that are really necessary. 

· To help achieve this set up a good electronic filing system, using folders in both outlook and my computer / my documents.  This can usually mirror any paper filing system you currently have. 

· If you have a lap top create a Meetings folder in my documents on the hard disk and save any agendas or notes for up and coming meetings in this folder, use your lap top at the meeting instead of paper.  You can then resave the documents somewhere else after the meeting or just delete them. 

Producing Documents
· Always produce your documents in single spacing and for internal documents use the smallest font and widest margins that are appropriate. 

· If editing a document do so on screen using different fonts and colours rather than print it off and amend it. 

· If a complicated document is being produced for you by a member of admin ask them to email the finished product to you and not automatically print off a copy. 

· Use the same filing system as for your incoming documents to store them once produced rather than print a copy off. 

· Distribute documents by email rather than hard copy 

· If emailing a lengthy document to someone attach a print warning to let them know it is a large document. 

· If appropriate post the document on the intranet and email the link people are far less likely to then print the document off! 

Around the office 

· Re use “half used” paper (i.e. only has an image on one side) for drafting reports, taking notes or messages. 

· Always use both sides of books or pads provided for taking notes. 

· Use transit envelopes for internal mail 

· For items in the same office consider reusing an envelope 

· Don’t use a compliment slip when sending to someone internal a piece of scrap paper will do, better still email the information! 

Storage

Although not directly linked to saving paper the storage of paper is very costly to LCC.  There are a lot of initiatives going on at the moment looking at ways of reducing paper storage including an Electronic Record Management System, Scanning and developing existing systems to hold information electronically that has been sent to us as well as that we have generated.

There is still a lot that each individual can do to reduce paper storage acting on all the points mentioned above will help reduce storage as there will be less paper to store.  

However there will still be some paper produced, when storing this paper we should think is it really necessary for me to store this and how long do I need to store it for.

· If you have any responsibility for the retention period of the document in question critically review the policy and if needed change it. 

· If it is your own personal filing system cull it regularly. 

· Do not keep copies of documents that are on the intranet 

· Ask yourself is yours the master copy if not don’t keep it or better still do not print it off in the first place! 

· If it is necessary to keep a hard copy then only print and keep the final copy no drafts. 

· Adopt a risk management approach. What is the real risk of disposal? 
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