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20
Steps to a 

Green 
Office

Turn off the lights - let 
the daylight in, use 
occupancy sensors

Turn off computers, 
printers, and monitors

Adjust the thermostat, 
clean air handling units 
regularly, keep the A/C off, 
open the windows
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Install low flow water 
fixtures. Americans 
extract 3,700 billion 
gallons per year more than 
they return to the natural 
water system to recharge 
aquifers and other water 
sources

People, Profit, 
Planet. Think triple 
bottom line and address 
embodied energy 

Use low voltage, 
fluorescent, or LED 
lighting fixtures

Clean green, use 
green cleaning proce-
dures, look for 
Greenseal 37 approved 
products
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Reduce - stop 
unwanted junk 
mail, catalogs, un-
read magazines 

Reuse - paper, furniture, 
boxes, donate9
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Recycle - paper, card-
board, glass, metal, plas-
tic, batteries, cell phones, 
computers



“Recycle” means to process old, used items in order that 
the material can be used to make new products. Examples 
of things that are often recycled are glass, plastic, newspa-
pers, aluminum cans, used motor oil, and batteries. 

Third-Party Verification
As this guide has illustrated, there are many simple steps we can and 
should take in our daily lives to live more sustainably.  However, it should 
go without saying that we must always be mindful of all the conseqences 
of our efforts even when, on the surface, they seem to embrace sustain-
ability.  Third-party verification provides us with a means by which we can 
establish the validity of our sustainable practices.  

Important examples of third-party certification for new home construction  
as well as remodels include:

 ► USGBC LEED Rating System - http://www.usgbc.org
 ► NAHB (National Association of Home Builders) NGBS (National 

Green Building Standard) - http://www.nahbgreen.org/

Important examples of third-party certification/standardization for prod-
ucts and practices include:

 ► Energy Star Program - http://www.energystar.gov/
 ► Green Seal Program - http://www.greenseal.org/
 ► EPA - Watersense Program - http://www.epa.gov/watersense

“Reduce” refers to lessening the amount of items or resourc-
es that are consumed, using only the amount that is needed, 
and looking for alternatives that will lessen our use. Materi-
als are a key factor determining the environmental perfor-
mance of many products and services. The less material 
you use, the less material that needs to be extracted, pro-
cessed, transformed and finally managed as a waste.

The Architects Role
Whether you are remodeling a kitchen, creating your dream home, or 
planning a commercial building, working with an architect can save time 
and money while making your new environment more functional, comfort-
able, and sustainable.  

Learn how to find and work with the architect best suited to your needs by 
consulting your local branch of the American Institute of Architects as well 
as reading the AIA’s booklet - “You and Your Architect - A Guide To A Suc-
cessful Partnership”.  Look to the following websites for more information:

 ► http://aia-arizona.org
 ► http://aia-arizona.org/about-us/find-an-architect/
 ► http://www.aia.org/index.htm
 ► http://architectfinder.aia.org/

Beyond 20 Steps...

R
educe

“Reuse” means extending the ‘life’ or repurposing an item 
rather than discarding or throwing it away.

R
ecycle

R
euse

Earth911.org
Last but not least, when in doubt, go to 
Earth911.org.  The home page offers a sim-
ple to use search tool for finding recycling 
venues near you based on the material/item 
you wish to recycle and your zip code.
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Carpool, bike, 
walk, to lunch and 
meetings

Go hybrid for all 
company vehicles
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Provide incentives for 
public transportation
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Video conferencing, web 
seminars, teleconferencing 
minimize travel 

Buy only 
Energy Star 
products

Compost, 
buy organic, 
grow plants
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Establish a 
Green Team, 
awards program, ideas, 
education
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Get Digital, file, 
archive, use only digital 15

19Purchase 
locally from
vendors for sustain-
able office supplies, 
coffee, and food

Skip pesticides and 

herbicides 


