
10 Tips for a more eco-friendly office 
Lean, green and more sustainable

Going green doesn’t have to mean 
higher costs for your office. When you 
implement more sustainable business 
practices, you’ll see why being good to 
the environment is also good for the 
bottom line. 

1  Buy in bulk. 
Buying your groceries in bulk saves on the per-unit cost and reduces 
waste by using less packaging. Keep the same principle in mind  
when you buy supplies like toner or recycled paper. Look for the words 
"high-efficiency" or "high-capacity" to denote bulk-sized items that  
lower your per-print or per-unit cost.

2  Return toner bottles and cartridges for recycling. 
Recycling programs have kept millions of used printer supplies out  
of landfills. Some manufacturers even offer pre-paid shipping labels  
to return empty toner cartridges.

3  Replace stand-alone devices with MFPs. 
Instead of buying several individual scanners or printers, buy one  
product that can print, copy, scan and fax. You’ll save money by 
purchasing supplies for only one device instead of several. Plus,  
you'll cut energy, which you would have used to power all those  
separate devices.  

4  Choose energy-saving products. 
Save money on energy bills by choosing ENERGY STAR® compliant 
products. Many Xerox products can “learn” your workgroup’s usage 
patterns and automatically adjust between power saving and ready 
modes to help conserve energy. 
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5  Save on shipping. 
Solid Ink sticks are significantly smaller than toner cartridges, so they are less expensive  
to ship and require less storage space. 

6  Duplex print and copy. 
Printing on both sides of a page is the best way to reduce paper use. Many printers  
and multifunction printers provide automatic double-sided printing. And some document  
feeders on multifunction printers allow you to scan both sides of a page at once for fast  
double-sided copying. 

7  Use recycled paper and recycle used paper. 
The paper industry’s goal is to reach 60% paper recovery by 2012, according to  
the Paper Industry Association Council. Recycling paper fiber saves trees, energy,  
water and chemicals. Keep a recycling box at each desk to make it easy to collect  
used paper. And choose environmentally preferable papers such as recycled content  
papers, and papers certified to sustainable forest management standards (FSC or SFI).

8  Go paperless. 
Distribute documents electronically instead of in hard copy when practical. 

9  Take advantage of trade-in offers. 

Turn in your old device for savings on a new printer or multifunction printer. Xerox  
can dispose of your old device properly or remanufacture the parts to reduce waste.  
For details, see www.xerox.com/trade-in

10  Conserve toner and ink.
Use draft and toner-saving modes for prints that don’t require high-quality output,  
such as emails or rough drafts. Save high-resolution color for prints that matter most,  
such as presentations and customer-facing materials. 

 

 

Solid Ink Printers and MFPs

What is solid ink? It’s a cost-effective, 
more sustainable way to add vivid color to 
your printed documents. A cartridge-free 
solid ink printer or multifunction printer 
(MFP) provides a solid alternative to toner 
or inkjet printers. 

•  90% less waste than a comparable  
color laser printer.

• Won’t spill, stain, or smudge like toner.

•  Use 100% recycled paper without 
sacrificing color quality or vibrancy.

www.xerox.com/solidink

Xerox Green World Alliance supplies recycling www.xerox.com/gwa 

 
For more information on the award-winning line of Xerox products  
and solutions call 866-495-6764 or visit www.xerox.com/office


