Certification Guide
Office Checklist
This document is intended as a companion to our application for Certification. It assumes that you are already
familiar with many sustainability best practices, and provides you with a bit more detail for those certification
actions that might be new to you.
Certification is just one part of our program. Our primary goal is to support you in implementing sustainability
practices. If you are still in the beginning or intermediate stages of this work, or have specific questions about
sustainable office practices or building features, get in touch with us so that one of our advisors can help you on
your journey.
From the application’s “Eligibility Requirements” section:
Paper, metal, plastic and glass are recycled.
All businesses in Portland are required to recycle these materials at their workplace. Your garbage and recycling company
provides you or your property owner with containers for garbage, glass and other recyclables that they collect from a central
point in the building. Make sure that you also have collection containers available in your office for desk and indoor common
areas. Sustainability at Work can supply you with recycling boxes at no charge.

Information & Education
An employee or green team is supported by management and staff in implementing sustainability efforts.
Just one sustainability champion can make all the difference, but the larger your organization, the more important it is to
consider establishing a sustainability group that includes representatives across your org chart. This can spread out the work
and decision-making. See our Green Team Guide to learn how to start or reenergize a team.

Sustainability accomplishments are communicated internally and externally.
Don’t forget to share your accomplishments with staff, clients, and customers. Our recognition program is one way to do this,
but also take advantage of opportunities your own organization has available: employee and industry newsletters, social media,
advertising, and marketing. It’s a way to acknowledge staff effort and achievement, it will help keep the momentum going, and
it may encourage other organizations to make their own changes.

Sustainability best practices, including internal operations and commuting options, are communicated to
new employees.
Don’t forget to provide details and direction for new hires about recycling, alternative commuting options, best practices for
efficient printing, computer use, etc. If you have a written orientation packet, include information there. If you don’t have
enough employees to justify orientation materials, consider creating a one-pager with a list of FAQs and best sustainability
practices. Sustainability at Work has an example of an employee orientation handout that we can email to you.

A written sustainability plan or policy guides decision-making (including purchasing).
Your plan can be as simple as an Excel sheet of actions, assignments, and dates, or it can be as complex as a multi-page
document that describes your sustainability mission, goals, measurements, and next steps. If you have fewer than 20
employees, start by establishing a purchasing policy that requires a certain percentage of recycled content for the office
products you use the most. Sustainability at Work has examples of plans and purchasing policies that we can email to you.

Sustainability-related information, including actions that employees can take at work, is regularly
provided to all employees.
All of us benefit from a refresher now and then. Make it a practice to review sustainability best practices at least annually.
Consider a recycling 101 training at a staff meeting. (We can help with this!) Create a space in the break room, or use employee
intranet pages or a newsletter to post articles and information about sustainability facts or events.
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Materials & Waste
Three major supplies have 30% or greater post-consumer recycled content, one of which must be copy
paper.
Help close the recycling loop. Think about the supplies that you use the most (printer/copier paper, plotter paper, receipt paper,
envelopes, paper towels, etc.) and ask your vendor for products that contain at least 30% post-consumer waste.

Durable dishware is used.
Eliminate paper plates, cups, and plastic utensils from your break room or kitchen. Provide washable, reusable serviceware
instead. (A bit of advice based on our own office’s experience: You’re going to need more forks than you think.)

Electronic devices are donated for reuse or recycled.
Don’t throw away broken or outdated electronics! Set up a collection area and then check Metro’s Find A Recycler webpage for
drop-off locations. (At Metro’s “Choose from list” line, select both “electronics” and “Oregon Ecycles” to see a detailed list of
items.)

Garbage and recycling are measured and monitored.
Keep an eye on what items make up the bulk of your garbage or recycling and set goals to reduce those. Finding a lot of coffee
cups? Encouraging staff to use durable coffee mugs could reduce this substantially. Is a lot of paper going to waste? Setting up
double-sided printed could reduce the amount of paper piling up in your recycling bins.

Caterers follow sustainable practices.
Choose caterers that support your sustainability efforts. Ask questions about reusable dishware, buffet style serving, minimal
packaging, regional and organic food choices, composting, and more. Start with your current caterer, if you have one.

Green cleaning products are used.
Confused about green cleaning? We can relate. Here are some very helpful guidelines. If you’re looking for certified products,
these three programs have well-established standards for green cleaning in the workplace:
Green Seal
EcoLogo
EPA Design for Environment (DfE) program

For those of you that use a janitorial service, ask about the products they use or supply your own and ask your service to use
them. Last, but not least, if you would prefer to make your own cleaning products, Metro has a very helpful guide.

Promotional materials indicate that post-consumer recycled content is used.
If your business cards, envelopes, brochures, banners, etc. are printed on paper with post-consumer content, let others know by
placing a tag line at the bottom of your materials. (ex: printed on 100% post-consumer recycled paper.) A tag line also nudges
others to consider recycled paper for their next print project.

Recycle one additional material beyond basic mixed recycling.
Some materials not allowed in your mixed recycling bins can be dropped off at locations across the city. Consider setting up a
collection for rechargeable batteries or other commonly used items that are being thrown away but could be recycled. Check
Metro’s Find a Recycler page for drop-off locations.

Paper is used on both sides.
First, make sure that your printers, copiers, and/or individual computers are set with a default of double-sided printing. If your
equipment doesn’t allow for this, then set up a collection area near your printers and copiers for single-sided print jobs. Use the
blank side for printing draft copies of documents or to create notepads in-house or through your printing service.

Fluorescent light bulbs are properly recycled with other hazardous materials.
Fluorescent light bulbs (including tube style and CFLs) have mercury in them, so it’s important to dispose of them safely. They
should not go into your mixed recycling or garbage. Mercury is a heavy metal that harms the brain, liver and kidneys and can
cause developmental disorders in children. Sending burned-out fluorescent bulbs to the landfill instead of a hazardous waste
facility can lead to contaminated air, water and soil, and accumulate in the food web. Careless cleanup of a mercury spill can also
put you at risk. Learn how to safely handle mercury. If your facilities manager or lighting contractor doesn’t handle your burnedPage 2 of 8

out bulbs, check Metro’s Find A Recycler website for locations where you can drop them off or identify companies that can pick
them up.

Hazardous waste is properly inventoried for disposal with supporting documentation.
The government website for the State of Washington puts it well: Hazardous wastes are not just radioactive drums stored at
Hanford. They are wastes your business or organization may generate every day -- spent solvents, ink sludges, heavy metals.
Hazardous wastes pose real threats to real people... cancer, nerve damage, polluted drinking water.
Metro Recycling Information staff can provide referrals to recycling and disposal options and answer many other questions
about hazardous wastes. Call them at 503.234-3000 or visit Metro Find A Recycler. Oregon’s Dept. of Environmental Quality
(DEQ) provides assistance in determining what is and what is not regulated as hazardous waste in Oregon, as well as whether
businesses qualify as Conditionally Exempt Generators (CEGs). Here’s DEQ’s FACTSHEET.

Centralized printers are used.
If you have 20 or more employees, minimize or eliminate as many personal printers as you can and use a centralized multifunction machine (printer/copier) instead.

Electronic hand dryers are used in restrooms.
Many newer models are energy efficient and no longer sound like jet engines taking off. If you are going through mountains of
restroom paper towels, start doing some price comparisons. In addition to reducing waste, you’ll be lowering your carbon
footprint by eliminating the manufacturing and transportation of paper towels.

Electronic solutions are used to minimize unclaimed print jobs.
If you have centralized printer/copiers, make sure employees know about and use features such as PIN or mailbox printing.
These features require employees to confirm their print job at the machine before printing will begin, which reduces abandoned
or forgotten print jobs. Using these features has the added advantage of protecting confidential information since the
originator is standing at the machine as the document is printing.

Paperless alternatives are used whenever possible.
Here are some ideas: use available tools (the Track Changes feature in Word, Google Docs, and others) to share documents for
review rather than printing multiple versions; set up a laptop and projector in meetings to review agendas and reports rather
than printing copies for everyone; limit or eliminate mailed printed reports and publications in favor of emailing electronic
versions; and convert to electronic payroll and invoicing.

Energy
Programmable thermostats are set back when space is typically unoccupied.
Unless you have a facilities person overseeing your thermostats, make sure more than a few staff know how to use them, and
check the settings occasionally to make sure they are still what they should be. Try to limit the number of people who can alter
the settings.
If you have a few office rebels overriding the settings on a regular basis, minimize this behavior by setting the timer so that
heat/air comes on 30 minutes or more before the first employee arrives. That way it will be at a good temperature at the start of
the day. Then program the thermostat to revert to your off-peak temperature 30 minutes or more before the last person leaves.
Most workplaces will stay perfectly comfortable for that half hour, and you will offset the earlier start time.

Computers are turned off each night.
It’s okay, of course, not to put this in place for specific workstations that accounting, IT, or other staff need to access after
hours. If company-wide software upgrades are made after hours on a regular basis, establish certain days each month that
these happen. That way computers can be left on when necessary but turned off most evenings.

Computers, monitors, printers, and copiers are set to sleep after 15 minutes of inactivity.
Use sleep and/or hibernate commands on your equipment to make this a standard practice. If initiating for the first time, see if
your IT staff or one or two employees can go around and set this up for everyone at the same time.
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Non-emergency indoor lights are turned off each night.
For all lights not used for security or display, have a system in place to turn them off at the end of the workday. Don’t forget to
check with overnight janitorial staff to make sure they’re also turning lights off when they leave.

Energy use is measured and monitored.
Tracking your energy use gives your organization the ability to raise awareness about the financial and environmental impact of
your actions and equipment. Collect this information to set a baseline and track progress toward goals.
If your business is billed directly by utilities, use the details from your electric and gas bills to maintain a spreadsheet. You can
access past account data at each utility’s website. For larger organizations that occupy whole buildings or most of a building,
use the Energy Star Portfolio Manager tool. If you share a utility meter or bill with others, or it’s bundled in with your lease
payment, tracking energy is still possible but requires several estimations. Contact Sustainability at Work for a calculating tool
that can guide you through the various steps.

HVAC system is regularly tuned and maintained.
This is an obvious one but is often overlooked. Find out if someone is scheduled to check your heating and cooling equipment
each season.

Roof is a certified Cool Roof.
A cool roof reflects and emits the sun’s heat back to the sky instead of transferring it to the building below. It can reduce the
need for air conditioning and lower the heat island effect. The Cool Roofing Rating Council (CRRC) has a rating program through
which roofing product manufacturers can label their products with solar reflectance and thermal emittance values, as measured by
CRRC Accredited Independent TestingLaboratories (AITL). Both properties are measured from 0 to 1 and the higher the value, the
“cooler” the roof. Check with your building owner or maintenance staff.

Rooftop economizers are used for cooling.
Economizers use outdoor air for cooling when air and humidity are below a certain temperature and percentage. They cool
buildings while saving the energy that would normally be used to run the air conditioning.

Windows and doors are weather-sealed.
Weather-stripping, caulking, and door seals/sweeps can help when replacement isn’t an option.

Windows are double-pane or better.
What can we say? Two panes are better than one.

Appliances are ENERGY STAR® qualified.
Kitchen, break room, laundry, and other appliances are Energy Star qualified or better.

Laptops are used at workstations rather than desktop computers.
Laptops typically use less energy than desktop computers. They also allow for telecommuting, flexible schedules, and fieldwork
rather than requiring multiple types of equipment to work in the office and offsite.

Office equipment is ENERGY STAR® qualified.
Look for the Energy Star label on copiers, printers, etc.

Water heaters are set no higher than 120 degrees.
If your water heater is set higher than 120 degrees, turn it down. You’ll save energy two ways: by reduced energy consumption
and “standby loss,” which occurs when heat is lost from the tank into the surrounding room.

Emergency EXIT signs use LED (light-emitting diode) bulbs.
Lighted EXIT signs that use LED bulbs will greatly reduce energy use and maintenance costs over signs that use incandescent or
even CFL bulbs. Here’s a tech sheet on the bulbs: EnergyStar tech sheet. Here’s detail from the Energy Trust of Oregon on their
LED incentives: Incentives for Energy Efficient Lighting.
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Janitorial services are scheduled during business hours.
If your cleaning service works after hours, see if they can switch to office hours. Your lights and HVAC won’t need to be turned
off after hours, employees will be more aware of the impact of their recycling habits, you will see whether green cleaning
products are being used, and it gives staff an opportunity to get to know the people providing this service and vice-versa.

Lighting is dimmed or turned off when adequate sunlight is available.
If you can’t install automatic or manual dimmers, try to establish workplace habits for turning off lights when they aren’t
needed. Most of us are staring at lighted computer screens all day, which means daylight is sometimes the only light needed at
some desks.

Linear (or tube) fluorescent lighting has T8 or T5 lamps with electronic ballasts (installed since 2000).
The latest generation of T8 lamps and fixtures can reduce lighting costs by as much as 30 percent over first-generation T8s,
which have been around since the 1980s. Newer T8s also have higher light output and improved color rendering. If you’re
upgrading, replace any older magnetic ballasts with electronic ones to save energy, reduce flickering, and depending on your
fixtures and number of bulbs, possibly lower operating costs.
The “T8” and “T5” designations indicate what size linear bulb you have. Look at a current or spent bulb for the letter “T”
followed by a number. There are three sizes of linear fluorescent bulbs: disc0ntinued T12s (1-1/2” diameter), T8s (1” diameter),
and T5s (5/8” diameter). The smaller the number, the more efficient the bulb.

Occupancy sensors are installed in common areas.
Occupancy sensors are both inexpensive and effective, especially in storage rooms, small offices and workrooms, and
restrooms. Savings vary depending on area size, type of lighting, and the use of the space, but estimates range from 35-75%.
Energy Trust offers incentives for several makes and models.

Parking lot lighting is energy efficient.
If you’ve had the same lighting in your parking lot for 10 years or more, it’s time to check into more efficient lighting. LEDs are
now available for parking light applications and, yep, Energy Trust offers incentives for these, too!

Track lighting and spot lighting use energy efficient light bulbs.
Lighting improvements are happening at a rapid clip. If you haven’t checked size/shape options and color spectrums of highefficient lighting in the last six months or so, it’s time to check again. LEDs in particular are improving very quickly in both quality
and variety, even as the price per bulb continues to decline. As with all lighting projects, check Energy Trusts incentives to bring
your costs down even further.

Building generates solar or wind power.
More and more commercial buildings are looking at alternative energy. Solar is increasingly common, and wind energy can
sometimes be an option. Here are two helpful websites to learn more about Solar for your Business or Wind Energy.

Renewable energy is purchased for at least 50% of energy use.
Renewable electric power can be purchased through both Portland General Electric’s Green Power Program and Pacific
Power’s Blue Sky program. Northwest Natural Gas has an offset program called Smart Energy. If your utilities are included in
your lease payment, encourage your property manager to look into purchasing renewable power.

Transportation
Employees’ commute methods are measured and monitored.
Create your own survey, find one through a web search, or use Oregon’s DEQ survey. Check out Oregon DEQ’s Employee
Commute Options page, too!
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At least 3 short-term and 3 long-term bike parking spaces are provided (or 25% more than is required by
Portland Code [Bicycle Parking, p. 24], whichever is greater).
Bike parking supports both employees and visitors. Short-term parking should be on the same block as your main entrance and
is intended for visitors, customers, messengers, etc. Examples include a sidewalk rack, custom rack, or bike corral. Long-term
bike parking is intended for employees or students. At least 50% of long-term parking should be sheltered from rain and should
be secure – in a locked room, enclosed by a fence, or within view of employees, a building attendant, or security guards.

Transit pass program is available to all employees.
If you have a few dozen employees or more, consider enrolling in a Trimet Pass Program. If you have just a handful of
employees and want to work your way up to an employee-sponsored pass program, start with a DIY approach. For instance,
consider purchasing bus tickets, booklets, and passes to have on hand so that employees can use or buy them when they need
them.

Carbon offsets are purchased for work-related transportation.
Carbon offsets are a way for your organization to take responsibility for emissions that you can’t eliminate through other
means, such as best practices or equipment.
Though more can be found through a web search, here are a few third-party organizations that verify carbon offset programs
and will guide you in calculating your emissions:

CDM Gold Standard
Green-E
CCB Climate Standards

Sustainable transit options are used for work-related trips.
Organizations should consider whether work-related trips are as sustainable as possible. Make it a policy to take advantage of
MAX or other public transit, the company bike, electric cars, and carpools. Here are some resources that can help:

Trimet Trip Planner
ZipCar (car rental for round trips; hybrids widely available)
Car2Go (Smart Cars for point-to-point trips)

Teleconference and videoconference technologies are used.
Use GoToMeeting, Skype, or similar programs at individual desks, and/or equip conference rooms with necessary equipment like
a large screen, a projector and/or a conference call phone.

Alternative transportation options are displayed on website.
Look at your website “contact” page and see if you can help visitors by identifying bus lines, MAX stops, or bikeways near your
workplace:

Bike and Walk Maps
Trimet Trip Planner
Portland Streetcar
Downtown and Lloyd District Bike Parking

Bicycle tire patch kit, lock, and air pump are available for employees and visitors to use.
Keep a spare bike lock, tire patch kit, and an air pump near your entrance. Employees and visitors will appreciate it when they
forget their bike lock at home or need to give a tire a bit of attention before heading out. Make sure staff in your reception area
or lobby are in-the-know so that they can offer it to visitors when needed. Better yet, post a sign near your door, cash register,
or other conspicuous place so that bikers will know you’re thinking of them.

Compensation is offered to employees that bike, walk, or carpool to work.
In 2013, the federal government offers a tax benefit, with some stipulations, of up to $20/month per bicycle commuter.
Employers can find out more in the IRS publication 15-b, Employer's Tax Guide to Fringe Benefits. The League of American
Bicyclists also has helpful information on bicycle commuter benefits.
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Electric vehicle charging station is available for employees and customers.
Is there an EV station within one block of your workplace? If it’s on-site, do you make it available to the public when it’s not
being used by an employee? Learn more about EVs at DriveOregon’s website.

Emergency rides home are available to all employees.
Sometimes employees are reluctant to take alternative transportation to work because they fear that, if they had to, they
wouldn’t be able to suddenly leave work for unexpected personal needs. Knowing their workplace has an emergency ride
program in place helps to alleviate those concerns. Solutions include offering cab reimbursement, bus tickets, or rides by
coworkers. If your organization participates in one of Trimet’s employee pass programs or subsidizes at least $10/month per
employee for alternative transportation, Trimet will supply your organization with cab vouchers. Here’s an example of how an
emergency ride can be used.

Entry and participation in a commuter competition.
Not every change is full of fun and adventure, but this one often is! Sign up as in individual or, better yet, as an organization to
participate in local commute events. It’s a great way to reenergize and recognize employees that often get to work by means
other than a solo trip in their car. Competitions can also be very effective in enticing fence sitters to try alternative commute
methods.
The Bicycle Transportation Alliance’s (BTA) Bike Commute Challenge occurs in September of every year. In 2013, almost 2000
organizations participated. DriveLessConnect’s challenge is open to commuters that carpool/vanpool, take the bus or train,
walk, bike, skate, or even telecommute. So join up. But don’t even think about challenging our office…

Parking incentives are removed to discourage driving.
Do not subsidize single-occupancy employee parking by offering free parking in garages/lots or through reimbursement of
parking fees or permits.

Bike-based services are used for local deliveries.
If your office is located in downtown or close-in Portland, a number of bike-based courier services can transport goods. Also,
Office Depot partners with B-line for bike delivery of office supplies for downtown locations.

Water
Kitchen faucets have 1.5 gallons per minute aerators or less.
Find the gallons per minute (gpm) number stamped into the outer edge of the aerator that you have in place now. If
it’s 2.0 gpm or greater, we can provide you with free low-flow aerators that fit most break room and kitchen faucets.

Restroom faucets have 0.5 gallons per minute aerators or less.
Find the gallons per minute (gpm) number stamped into the outer edge of the aerator that you have in place now. If
it’s 1.0 gpm or greater, we can provide you with free low-flow aerators that fit common restroom faucets.

Water use is measured and monitored.
Tracking water use gives your organization the ability to raise staff awareness about the financial and environmental impact of
your actions and building fixtures. Collect this information to set a baseline and track progress toward goals. If your business is
billed directly by the Water Bureau, use the details provided on your bill to monitor your use. If you share a water meter or
billing with others, or it’s bundled in with your lease payment, tracking water is still possible but requires several estimations.
Contact Sustainability at Work for a calculating tool that can guide you through the various steps.

Toilets are WaterSense-approved or are 1.28 gallons per flush or less.
A WaterSense label is used on toilets that are independently certified to meet criteria for both performance and efficiency.
Replacing an old, inefficient toilet can reduce the water used by 20 to 60 percent.

Urinals are WaterSense approved or 0.5 gallons per flush or less.
According to the WaterSense website, replacing just one older, inefficient urinal that uses 1.5 gpf with a WaterSense labeled
model could save a facility more than 4,600 gallons of water per year.
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Bioswale or ecoroof support stormwater management.
An ecoroof decreases stormwater runoff, reduces erosion, absorbs carbon dioxide, cools urban heat islands, and filters air
pollutants. Bioswales -- or swales -- are small rain gardens that collect stormwater runoff from streets. They are also called
“Green Streets” when they are located in the public right-of-way in Portland. Swales keep stormwater out of the sewer system
and local streams, increase urban green space, improve air quality, and replenish groundwater. Details on both ecoroofs and
bioswales can be found on Portland’s Bureau of Environmental Services' website.

Landscaping is designed to use water efficiently.
Make sure your plantings are drought tolerant and hardy in urban environments. If you have an automatic watering system,
check it annually for leaks and efficient operation. Don’t be “that” business – the one with sprinklers operating in January or
watering the sidewalk.

Landscaping, trees and/or previous pavement are used to replace paved surfaces.
Consider converting part of your surface parking lot to natural areas. Create tree and planting islands or strips; think about onsite swales and rain gardens. If you need to replace or upgrade your paved surfaces, consider pervious pavement – pavement
made of either pervious asphalt or pervious concrete. Both materials resemble conventional pavement but have more air space
to allow water to pass through. The water seeps into a reservoir base of crushed aggregate and then infiltrates into the ground.

Tree canopy adjacent to paved areas and/or adjacent to the street supports stormwater management.
Mature street trees help absorb stormwater and carbon dioxide, keep parking lots 1-3 degrees cooler, and entice shoppers to
visit commercial districts. If you would like to plant trees in a City right-of-way, be sure to review Portland’s tree planting
guidelines and permit requirements. (The permit is free.)

Tap water is consumed at workplace rather than bottled water.
You’re already paying for high-quality water each month to come through your taps. Are you paying for bottled water on top of
that – having it trucked in or offering it in single-serve bottles? If so, rethink your approach. Encourage everyone to use refillable
bottles at the sink, and if there’s any concern about water quality (due to aging pipes, for instance), don’t make assumptions.
Instead, call the Portland Water Hotline at 503-823-7525 and request a water testing kit. Their kit will test for lead, copper and
iron. For more details about Portland’s water, check out the Water Bureau’s FAQs. For help convincing co-workers to make the
switch, visit the Food & Water Watch website.
If you decide water straight out of your tap isn’t for you, there are a number of local companies that can provide directly
plumbed, filtered water dispensers which let you eliminate bottle transportation and waste. Let us know if you would like more
information about this.

This guide was last updated on 1/13/14. Please email suggestions for improvements, edits, or corrections to:
sustainabilityatwork@portlandoregon.gov.
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