DWR Sustainability Tips (Workplace)
Transportation

Rethink Your Work Travel Choices – Flying from Sacramento to Los Angeles creates around 400 lbs of carbon dioxide (CO2) per person. Driving roundtrip from Sacramento to Oroville generates 140 lbs of CO2.  

Consider alternatives, such as video and telephone conferencing, web-ex conferencing, use of e-mail/Internet, facsimile and telephones, to cut your organization's travel bill and make huge greenhouse gas savings.
To calculate the CO2 emissions for your next flight, click on the link: http://www.cheap-parking.net/flight-carbon-emissions.php.
Cruise the Slow Lane - Gas mileage drops considerably when you go over 60 mph. According to the Department of Energy, you pay about 20 cents more per gallon for each 5 mph you go over 60. Over time, that's a lot of extra fuel, and cash! Excessive accelerating and heavy breaking can also make your car less efficient, so make it a smooth ride. For more ways to save on car expenses, go to www.fueleconomy.gov.
Green the Commute - Did you know the State of California will subsidize a large percentage of monthly Light Rail and Bus passes for State employees? Americans spend an average of 26 minutes every day commuting through rush hour traffic. We can ease some of this strain by carpooling, taking public transit, biking, walking, or a creative combination thereof. For more commuting information, please visit: http://aquanet.water.ca.gov/commuter/sacto.cfm.
Check the Tire Pressure - Next time you fill up the State Car or your private vehicle with gas, check the tire pressure to save gas. Many cars roll along on tires under inflated by as much as eight pounds, which increases resistance up to 5 percent and takes a toll on gas mileage. Use a tire gauge to check the pressure, and fill the tires as recommended by the manufacturer. (Use when we roll out air pressure gauges in cars)
Reconsider Your Commute - Carpool, bike, walk, or take public transit to work when possible. If you need to drive to work due to an appointment, try the alternative mode commuter option (AMCO) for reduced parking fees: http://aquanet.water.ca.gov/commuter/garages.cfm.
Use Alternative Transportation- Providing alternative transportation choices to DWR employees is just one way for DWR to green its Business Operations. Alternative transportation not only helps us reduce expenses and provide employee benefits, it reduces our carbon footprint and improves regional air quality.

If there’s ever an emergency, check the Guaranteed Ride Home Program: http://aquanet.water.ca.gov/commuter/ridehome.cfm.
Share the Car - Find out who else is going to those same meetings, trainings, workshops and lunches, and join them.  Two can be more fun than one.

Plan Your Route - When running work or personal errands, spend a few minutes to plan your most efficient route.  DWR has free Alternative Transit maps at the entrance of the Resources building, or you can use online maps (like Google Maps) that have the ability to help plan the most efficient walking, biking, or driving route.

Consider Going Carless.
It may seem drastic, but owning a car can be more hindrance than help—especially if you live in the Sacramento area. And consider this: the estimated yearly cost of driving single-occupant car ranges from $4,826 to $9,685—while the average yearly cost of taking public transportation falls between $200 and $2,000. And giving up your car doesn’t mean you can’t drive when you need to. Car sharing services like Zipcar are popping up all over the U.S.
Energy
Pull the Plug - Unplug idle appliances and electronic devices. It's a common misconception that hardware uses no power when switched off.  Many appliances continue to draw a small amount of power when they are off – and that little bit really adds up. Unplugging things at the wall, or using a power strip to turn off equipment when you're not using them is a great way to save power. If your office is interested in conserving energy be using power strips, please click here.  

Turn off Your Monitor - Turn off your monitor during the day when possible, as well as at night and on weekends. During the daily lunch period, conference calls and meetings, you could save up to 15% or more of the monitor energy you would normally use during the day.

Use Compact Fluorescent Lights (CFLs) - Check to see if your workspace is lighted with CFLs.  Encourage your Administrative Officer to have the building maintenance personnel move toward using CFLs. Use CFLs at home, too. Consider energy efficient light bulbs where possible. Remember, that replacing just one 75-watt incandescent bulb with a 19-watt CFL cuts 34 kilograms of carbon dioxide emissions per year and up to 340 for the life-time of the bulb, not to mention the money savings on your energy bill. 
Use Less Hot Water- Running a hot water faucet for five minutes is the equivalent of burning a 60-watt light bulb for 14 hours. Want to save water and energy at the same time? If your office has showers, make sure they use low flow showerheads!  
Reduce Energy Bills- Clutter-free rooms are more than good-looking, they also make good sense. Cluttered rooms can block air ducts and air flow, forcing heating and cooling systems to work harder, which drives up energy costs. Be sure to keep vents and windows unobstructed. When boxes or other items block windows, it keeps sunlight out as well as the natural warmth it can provide in cold winter months.

Business Operations

Digitize - The more you do online, the less you need paper. Keep files on computers instead of in file cabinets (this also makes it easier to make offsite backup copies or take them with you when you move to a new office). Review documents onscreen rather than printing them out on paper. Send e-mails instead of paper letters. The greenest paper is no paper at all.  So keep things digital and dematerialized whenever possible.
Reuse Office Supplies – Did you know the 3rd floor supply room of the Resources building stocks some commonly used office supplies (binders, magazine file boxes, hanging folders, etc) for reuse? Check the supply room before ordering more.  Also, if a new job takes you elsewhere, return your unused or gently used office supplies to the supply room for reuse by coworkers. Your office can also set up spaces to reutilize gently used office goods. 
Walk Up One and Walk Down Two - Use the stairs to reduce electrical energy use from elevators and improve your own personal health.  Set a goal, start small, and then work your way up to your goal. 

Think Before You Toss - Walk your recyclable drink bottles and cans, containers, and paper to the Recycle Bins.  Taking breaks from the computer and your work and walking that trash to the bins improve your health and help the environment.
Stock up Your Cube - Considering bringing in your own ceramic cup, plate, bowl, glass, and flatware for use during the day to reduce waste and save you money.

Duplex Once Versus Print Twice - Save paper by duplexing whenever possible.  Reset your print and copy features so duplexing becomes a habit and not a chore.

Think Before You Print - Figure out whether you need that e-mail or document on paper.  Toss out your hoarding habits and embrace the electronic age for those items that can remain in the e-world.
PowerPoint Backgrounds- If you need to print out your Power Point Slides before a presentation, consider using a lighter colored background to your slides. Printing a dark background uses tones of toner. Using a white background for the printed version saves ink, energy, and can look just as good.

Evaluate Your Workplace - You know your workplace and space better than anyone. Your office may be a cubicle, inside a dam, or the cab of an excavator. What are your ideas? How can you be more sustainable?

Curb the Scents - Those with allergies and asthma can be sensitive to perfumes and cologne.  Sensitivity increases when in tight quarters, such as elevators and cubicles, and can cause severe reactions.  Consider your co-workers before you put on that scent.
Green Your Lunch - Bringing lunch to work in reusable containers is likely the greenest (and healthiest) way to eat at work. If you go out to lunch, try biking or walking instead of driving. If you order delivery, join coworkers in placing a large order (more efficient than many separate ones). Getting delivery and takeout almost inevitably ends with a miniature mountain of packaging waste. Also, don’t forget to bring reusable plates, utensils, and napkins. 

Help the Toner Last - Make your printer’s toner last.-; If you’re printing rough drafts or documents for internal purposes, change the printer’s settings to economy mode and avoid printing in color if possible. Print and copy on both sides of the sheet. 

Don’t Shred It - If it's not confidential, don't shred it! Shredding confidential documents is extremely important but shredding documents that aren’t confidential costs money and is hard on the environment. Shredding reduces the length of the paper fibers. This in turn reduces the paper’s re-usability and lowers the quality of new materials that can be produced using these fibers.
Check the Thermostat - For every degree you move down your thermostat in the winter or up in the summer, you will decrease your heating and cooling costs by 3%. Keep your thermostat set at 78 degrees in the summer and at 68 degrees in the winter.

Feed Your Worms – Vermi-composting is the process of using red worms to recycle human food waste into nutrient-rich fertilizer for plants. Recycling organic waste into compost allows us to return badly needed organic matter to the soil. In this way, we participate in nature's cycle, and cut down on garbage going into burgeoning landfills. If you are interested in vermi-composting and would like more information, please contact the DWR Green Team.

Cancel Junk Mail - Get way too much junk mail? First of all, recycle it. Even better, cancel it! Websites like http://www.ecocycle.org/junkmail/index.cfm can help you stop this unwanted correspondence at work and home. Even the catalogues you do enjoy often are available to view online.

Purchase Energy Star Rated Office Equipment - ENERGY STAR rated office equipment promises significant energy savings. In addition to reducing power use for the products themselves, the new specifications also set additional requirements for accessories. These requirements ensure that ENERGY STAR represents only the market's most energy-efficient products.

ENERGY STAR qualified office and imaging products use 30-75% less electricity than standard equipment. Using less energy keeps utility costs down. Over the next five years, these products will save Americans almost 5 billion dollars.

 Practice Eco-purchasing - Environmentally Preferable Purchasing (EPP) refers to the procurement of goods and services that have a reduced effect on human health and the environment as compared to competing goods and services serving the same purpose. Purchasing policies affect not only DWR, but the vendors with whom we do business. Purchasing from environmentally aware businesses can build strong relationships with a common goal of helping the environment. 

For more information, click the link: http://www.green.ca.gov/EPP/Introduction/default.htm.
How to implement an EPP can be found at this link: http://www.ehow.com/how_6643372_implement-environmentally-preferred-purchasing-policy.html#ixzz0vT1Yxrf6.
That’s a Wrap- Storing leftovers and packing lunches makes good economic sense and reduces waste, but plastic cling-wraps can be a problematic way to do it because they generate harmful emissions in the production process, and like other plastics, they can take hundreds of years to decompose. Instead, store left-over’s in eco-friendly containers. You’ll know them by their “resin identification code” (the number inside the triangular recycling symbol). Storage containers made with # 5 PP (polypropylene) are good options because they are recyclable. In cling-wraps, opt for those with #4 LDPE (low density polyethylene) like Saran Cling Plus. Also good: compostable plastics from corn, potatoes or sugar cane.  
Plan Your Route- When running work or personal errands spend a few minutes to plan your most efficient route.  DWR has free Alternative Transit maps at the entrance of the Resources building, or you can use online maps (like Google Maps) have the ability to help plan the most efficient walking, biking, or driving route.

Biz Travel
When you’re traveling for business, the last thing on your mind is making it green but the planet still feels your footprints, even when you are traveling on company time. There are a number of ways to lower your carbon footprint without giving up on comfort and cost.
GOOD:  
Plan and coordinate with other meeting attendees so you can lower the impact of your travel and supplies. Carpool to and from the airports, convention centers and after-hours dinners, and agree on whom will print presentations in order to avoid waste from excess handouts.
BETTER:  
When you absolutely have to fly to do business, use an airline with eco-friendly practices that help reduce your travel impact.  JetBlue, British Airways, Continental, and Virgin Atlantic are leading the way. When you can, book non-stop day flight because planes emit less harmful vapors [called contrails] during the day.
BEST: 
Stay home. With a solid Internet connection, a web cam, and programs like Skype, you can host conference calls with folks all over the world. Spending a few hours on conference calls, and keeping your office paperless takes a heavy load off of the planet.

Water

Drink the Tap - Save money, reduce waste, and protect your health.  Tap water is regulated and monitored; not so with bottled water.  If tap tastes funky or you desire the mineral taste, consider filters, or lemon slices.
Stop the Leaks - Leaks are one of the main areas where water is wasted within a business, whether it is with faucets or pipes. As a prevention strategy, businesses should make frequent monitoring of the infrastructure part of their operational procedures. Any leaks or weakened area, no matter how small, should be repaired immediately. A faucet dripping at a rate of one drop per second, can waste 2,700 gallons of water a year! Report leaky faucets and toilets to your Administrative Officer.  Let’s save our water at work and at home.
Morning Cup- Lots of people use coffee makers to brew coffee around the office each morning and many of them use water coolers for the water that they use to make that coffee.  When you see people using cold water to make coffee, it means that energy has been expended to cool the water and additional energy needs to be expended to heat the water in the coffee maker.  If people use the hot water from the cooler the water is pre-heated when it reaches the coffee maker, the coffee brews faster, the coffee tastes better (because it brews with hotter water), and it comes out hotter.  

Install Water Efficient Fixtures - DWR can conserve water by installing fixtures that conserve water, such as flush valves on toilets and aerators on faucets. When buying new fixtures or replacing existing ones, consider ultra-low-flow toilets and other equipment designed to save water. 
Change Custodial Practices - Another area where water usage can be reduced is in custodial practices. Rather than wet carpet cleaning or mopping, consider changing to dry power cleaning, brooms or dry vacuum cleaners. If your work area uses washing equipment and hoses, install shut-off valves to save water.
Use Water-Saving Devices - Water-saving devices help reduce water use and save money. Water-efficient showerheads, bathroom faucet aerators, automatic shut-off hose nozzles and other devices really can make a difference. For more information on how you can reduce your water use, view this page. 



