How many of these things do you do or could you do?

In Your Office
1. Copy and print on both sides of paper. 
2. Reuse items like envelopes, folders and paper clips. 
3. Use mailer sheets for interoffice mail instead of an envelope. Use mailer sheets for interoffice mail instead of an envelope. 
[image: http://www.seql.org/100ways3.gif]4. Set up a bulletin board for memos instead of sending a copy to each employee. 
5. Use e-mail instead of paper correspondence. 
6. Use recycled paper. 
7. Use discarded paper for scrap paper. 
8. Encourage your school and/or company to print documents with soy-based inks, which are less toxic. 
9. Use a ceramic coffee mug instead of a disposable cup. 
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