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W.1    We conducted, or hired a consultant to conduct, an audit of our waste stream.

Waste audits can help your office identify its largest sources of waste so it can identify 
ways to reduce these waste streams.  Whether through reducing the waste stream 
through source reduction or recycling, this can help the office reduce money in the long 
run.  Waste audits can also increase awareness within the office.  

4 points

A waste audit is an analysis of your office waste stream.  It identifies the types of 
waste your office generates, and how much of each type is recovered for recycling 
or discarded. Using this data, your office can identify ways to reduce waste, increase 
recycling, and determine the potential for cost savings. 

A waste audit can either be conducted in house, for a small office, or through an outside 
contractor.

How to do an in-house volunteer-based waste audit:
1.  Look at what materials you are currently disposing of and in what quantities.  In 
developing your program, concentrate on the high volume materials (in offices this 
is often paper).  Also look at high volume materials such as toner cartridges and 
aluminum cans.  
2.  Look at weight and volume of the materials you currently dispose of that could be 
recycled or reused.  
3.  Look at your overall operation and determine where the waste is being generated 
and if this material can be:
 • Reduced (ex: make two-sided copies)
 • Reused (ex: reusing packaging materials)
 • Recyclied (ex: collect and recycle office paper)
4.  Always locate collection containers where recyclables are being generated.  The 
easier it is to recycle the higher the participation rate will be.  It is very important to 
clearly mark all collection containers and make it as hard as possible to contaminate 
the recyclables.  For example, use lids with only a hole in the top for the collection of 
alluminum cans.  Locating the recycling containers near trash cans can cut down on 
contamination as well.  
5.  The main reason for starting a recycling program is to reduce waste collection costs.  
After implementing your recycling program you need to conduct a second waste audit to 
see if your program has significantly reduced the amount of waste generated.  If it has, 
you may want to reduce the frequency of your trash collection or the size of your trash 
containers, which will save your office money. 
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NRDC Greening Advisor
http://www.nrdc.org/enterprise/greeningadvisor/wm-audits.asp

How to conduct a waste audit:
http://Solidwastedistrict.com/projects/waste_audit.htm

Resources

For more information on conducting office waste audits, see:
http://www.nngov.com/public-works/sw/audit

Recycling and Waste Posters and Signs to label your new bins can be found here:
http://www.upenn.edu/sustainability/resources/posters.html

To solicit a professional waste audit, please contact sustainability@upenn.edu for more 
information and guidance.  Please include ‘Green Office’ in the subject line. 
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