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Waste Reduction and Recycling Measures in Office
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Waste Reduction and

Recvycling Measures in Office
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Try to observe the current day-to-day housekeeping process in your office and you can discover
many creative ideas on setting up a green office managing mechanism. You should implement the
following measures to develop a green office and implement these measures in your offices as far
as practicable.
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Green Procurement
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Evaluate the usage of material to avoid overstock.

2. Purchase recycled paper for printing newsletters, brochures,
leaflets, name cards, envelopes, letterheads, etc.

3. Purchase toilet paper and paper towels with (at least e SR AR TR AR

50%) recycled content. Please refer to the “Green Procurement”
on EEB’ s web-site for more information

o~ ow

—

4. Use recycled toner / ink cartridges. https//www ceb gov.hk/en/susdev/
5. Buy photocopiers and printers with double-sided printing green_procure/green_procure html
function.
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1. Equip photocopiers with one tray for single-sided paper and another for new paper, to encourage
employees to print and photocopy on both sides of paper.

2. Do not use a leader page for outgoing faxes if the document is self-explanatory. Program fax
machine to eliminate separate confirmation journal.

3. Receive incoming faxes electronically through an e-fax system, and make hard copies only when
necessary using used paper.

4. Adopt an electronic system for filing and documentation to avoid printing e-mails and other e-
documents.

5. Promote the use of electronic communications such as uploading publications onto website/
homepage, posting circulars and notices on e-bulletin boards, etc. If hardcopy circulation is
necessary, circulate documents using routing slips rather than sending out individual copies.

6. Use transit envelopes where a cover is necessary for despatch of documents between departments
and sections.

7. Single-sided paper, envelopes, loose minute jackets, tags and other paper office items are collected
and stored at convenient location for reuse.

A A IS
Other Waste Reduction Measures in Office
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1.  Reduce paper towel consumption by installing electric hand dryers.
Reuse the pen shafts by using refills instead of simply throwing away
the whole ballpoint pens.

3. Use environmental friendly rechargeable batteries in calculators and
other equipments instead of disposable batteries.

R
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1. Separate all recyclables, such as metals, plastics, waste paper,
toner/ ink cartridges, rechargeable batteries and other recyclables,

------ ' to facilitate the collection by local recyclers.

2. Place sufficient number of waste paper recycling boxes near the
photocopiers or printers to reuse or recycle waste paper.
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. Individual Contribution on
Waste Reduction
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1. Think twice if a photocopy is necessary and unavoidable, reduce the number
of copies to the minimum necessary.

2. Explore other paperless systems such as e-billing, e-forms, e-posters, e-
tendering and e-procurement.

3. Before using a photocopier / printer, eliminate, combine or reduce the size
of forms, records and notices. Adjust the margin and font size of documents
as far as practicable in order to optimise the use of paper. Use the “Print
Preview” function to make sure that the setting is the one you want. Print
multiple pages of document on one page of paper and both sides of new
paper whenever appropriate. Set to default setting after using a photocopier.

4. Commenting or editing of documents on-screen using different fonts or colours
by different parties.

5. Encourage sharing of document in meeting especially when there are more
than one representative from one department / company.

6. Do not photocopy books and manuals as the copyright may be infringed.

7. Classified documents and documents containing personal data should not be
re-used and must be shredded before collected for recycling.

8. Use pencils for drafting rather than pens.

Bring your own reusable tableware such as cups, cutlery and food containers.

© oo N o o
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Implementing Waste Separation at Source
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To implement waste separation effectively in office, we need
to understand the types of waste being generated and set up
the waste separation facilities in appropriate locations. This
should be done in conjunction with office-wide waste
reduction and recycling measures and in collaboration with
staffs at all levels.

3 1 R AR\ E R Y
* 7 Understanding Office Waste
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Common office recyclables include: waste paper, plastics,
metals, ink and toner cartridges, glass bottles and
rechargeable batteries, etc. In general, paper is the major
source of waste generated from office operation, and there
are many types of paper; some of which are non-recyclable.
By learning to identify various types of waste, staff can learn
to distinguish recyclables from non-recyclables.
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Metals

] [a] Y TR

Recyclable Metals
1 BEFR 2 HEKR
Paper clips Binder clips
3 i/ sEmE 4 wBEYXE
Steel/Aluminum cans Metal stationery
5 Ba(MAsE -~ PnEE) 6 SIERT(ERIEN RN FEREL)

Metal boxes (e.g. moon-cake boxes,

Staples (Collect in metal containers

milk powder cans) before recycling)

A ATEp S R

Non-recyclable Metals

REIHIEBEGRN L ENE G RERN &R LERET R B iR B
o ANHERHE ~ SR AR TEGREIZH

Most of the metal containers and tools can be recycled even they are rusted.
However, metal containers with chemical solvents and compressed liquid such as
paint and aerosol cans are not suitable for recycling.

AT B R

Other Recyclables Commonly Found in Office

BiERgE

Aerosol cans

1 BERMENEES 2 BEAREM
(RCENBR B FTENES ) Used rechargeable batteries

Used ink/toner cartridges of
photocopiers and printers

3 WG 4 [BigR (4]
Glass bottles Food waste

6 RRPAERYFEEE — BERE WE L
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‘ Setting Up Waste Separation Facilities
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Placing waste separation facilities in an appropriate location can help to
encourage staff to recycle and cultivate waste recycling habits. You should consider
the common recyclables found in the office, space availability, and the
accessibility of collection services, to plan for the waste separation facilities that can
be purchased and set up in offices/premises.

BV o REER I
Types of Waste Separation Facilities:

PGSR
Shelves

pagsiE e

Waste Separation Bins

BIERR PR (3R B BTER R PR TS
AREAERM2EGE)
Composters (For composter
installation, please refer to the
References)

EZ e
Waste Separation Bags with Pockets
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You may refer to the following suggestions when setting up a recycling system:

N AN H RAE L RS

> N B e eI
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» Set Up Recycling Area at Your

Workplace

Encourage individuals to sort their waste at their
workplace by setting up a small area for sorting. For
example, placing collection boxes for collecting different
types of paper, including single-sided paper, packing
paper, confidential documents to be shredded, and
reusable envelopes, etc. After collecting a certain amount
of waste paper, individuals should bring the recyclables
to the central collection point for reuse or
recycling. This provides convenience for
staff to participate in recycling without
compromising their working efficiency.

» Set Up Waste Separation Facilities

in Printing Room

Waste paper is constantly generated in areas
near photocopiers, printers, fax machines or
shredders. Therefore, designated shelves or DIY
collection boxes are recommended to place for
collecting single-sided paper for reuse and
double-side used paper for recycle.

INES R R A R AR %
Set up a waste paper recycling box next to the
litter bin

bR TARARSD - iy A AR R S TR A E H R A E NG
P o SRS ~ R ERRAN S ENBRRT T e ik ml oA -

Apart from waste paper, toner/ ink cartridges are
commonly generated in offices. Collection boxes should
be placed in printing room, near the photocopiers and
printers.

By TR E SR B IR EL > TEARIIRIBL81% AT 8 AR B3
PABIIRARIE - FAhEEY)(ANETER ~ BX A B BEBURISERIER & ~ RENHTE
FIER LIRSS ) FEZE B 2 /K T BUE T FIRORLIR A - S8E S TR MR R
T fEMmiB D BIRIBASHIRER & -

In order to reduce the use of plastic trash bags in the office, pad the
litter bins with newspaper or waste paper at the bottom to avoid
staining from the waste. Other waste such as food waste, leftovers from

meals or unfinished drinks, should be put into the litter bin in the pantry
or washroom.

o T TR EERENE » BREMMFBCCENEAE -
Wk aT LSRR - BOE ~ MRS ERSUE
FSEREMISCE - AR R THEE R #TCRRTE
HAEXE - W HESHAEFRERI AN E
LIRISETEET ~ BURATE 75 ~ a5 RS
RF 0 2 e [l e it » LABS#R R B zs o

To facilitate daily operation at workplace, collection
boxes should be placed near the stationery storage
area to collect reusable or refillable items, such as pen
shafts, fluorescent pens, rulers etc. Boxes can also be
set up for collecting other recyclable items, such as
staples, broken paperclips, unwanted CDs, etc.
depending on individual office needs.

— LR R EORZEM] - T B IERSH E AR RISYIEL - AN4ERBE - £
W~ BIERSE » MTEEERIN A E PR MAEME N TIEZ
IR B A28 m i Fg -

Other recyclables which occupy more space and are not commonly
generated, such as plastic bottles, aluminum cans and food waste,

should be brought directly to the central collection point and it is not
necessary to set up recycling bins at your workplace.

—~

-
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Set up recycling bins near water dispenser

[EFERTRER B A OKTH

Set up food waste composter in the pantry

Ve E RIS
Set up recycling bins
outside the washroom

» Set up a Central Collection Point in Office

Set up a central collection point for waste separation facilities in common, accessible locations such
as the hallway leading to the pantry, photocopier room, office entrance, near the water dispenser,
outside the washroom or any other places that is suitable for setting up the waste separation
facilities (including 3-coloured waste separation bins, collection bins for ink/toner cartridges,
rechargeable batteries, WEEE, glass bottles, etc.). This can help to collect the recyclables
effectively and enable the staff to participate in waste recycling in a more convenient way. It will
also help to cultivate the waste reduction and recycling habits among staff and providing a green
working environment in the long run.

Food waste recycling bins or composters should be placed in the pantry or washroom.
Compostable food wastes include: left over of rice/noodles, vegetables, fruit peels, meat, bread,
coffee grounds, tealeaves, tea bags, etc.

O
C%ig’
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Floor service passage lift

Set up Waste Separation Facilities on Floor

An office that has limited space may not suitable to set up central collection point. The lobby or
service lift areas are another desirable locations for placing the waste separation facilities. Liaison
with property management companies are required to facilitate the waste recycling procedures and the
location for placing waste separation facilities should be considered under the following conditions:

Floor service / passage lift is not a fireman” s lift

The required width of means of escape can be maintained with bins in place

The bin(s) are not placed in such a way that would obstruct the means of escape or otherwise interfere
with lift passengers

The location has good and sufficient natural ventilation

The bin(s) shall be made of metal, non-combustible or fire resisting materials achieving Class 2 Rate of
Surface Spread of Flame as per BS 476 Part 7 or equivalent, and be provided with a self-closing lid to
prevent the fire from spreading if the objects inside the bin(s) catch fire

The bin(s) can be properly fixed/secured into place in order to prevent them from being toppled or
displaced in an emergency situation (e.g. installing hooks, chains or fasteners to attach bins to the wall)

IRIBERIEZ B GABRIRE S (EHE AT BRI IREE D R EHE R T E] ) - B T

ST A R B RS TERY) MR - & Ll BRI EEY)
DAY T R IEMTEFHIRE - Al MBRERBARETESE
BEHFHEED - FIER2HEUTHE

According to the “Promotion Programme on Source Separation of
Waste” launched by Environmental Campaign Committee (ECC) and
EPD, each commercial and industrial(C&I) building can apply for not more
than five sets of waste separation bins free of charge on the basis of one
set per common accessible floor. If the waste separation bins above are
unsuitable for use or unable to meet the needs of individual C&I buildings,
they can apply to the Environment and Conservation Fund Committee for
funding support. Please refer to the following web page for details:

https://www.ecc.org.hk/en/publicity/ppssw_Commercial html N
https://www.ecf.gov.hk/en/application/index.html - N
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Procedure of Handling Recyclables > PTG
The Role of Property Management Company
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In terms of the buildings/ premises, the property management company
should arrange regular collection of waste paper, plastics, metals and other
recyclables from the central collection point on each floor to central refuse
storage room and keep the collection point neat and tidy. The refuse
storage room shall be divided into different areas to collect waste paper,
plastics, metals, glass bottles, food waste, other recyclables and general
refuse (mon-recyclable waste). More information on recycling progamme can
be found in References.

1. JREE T JE
Waste Separation
at Source

B N0 pap s EIl e
LUME B T 38E

Set up waste separation facilities =
to facilitate waste separation at source

FoRECR ISR G B 22 Z R0 R - SEEER A [ sty - FEHTIX
SERMTRARES S ABRES G HIA > & LU TEEEK -
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2. ZHEEEARSS

Collection Arrangement
ZHREE T A T R R BISIRL - il

HEFER BB REE
Assign cleaners or designated staff to collect recyclables P FIRRE S BRI SRR E A SRR YW ER
from central collection point to storage area B HE S

> BUREEYIEIS R RS 0 D1 BRI B e e R T B

& DIFECEk
To enable the recyclables can be collected properly, recyclable
collection service should be included in the service contracts when
selecting the cleansing contractors or recyclers with the following
conditions:

3. fEF 2 EER [RIKEL
Storing Collected
Recyclables

EEF B RHA LR R E A AL B
Store recyclables at refuse storage room or
other temporary storage area

P> Schedule recyclers to collect recyclables on each floor and refuse
storage room regularly in order to keep the storage room clean

P> State clearly that the recyclers should ensure that the recyclables
are being reused or recycled and not dispose of at landfills

P> Always obtain receipts from recyclers that clearly state the types of
recyclables and quantity collected

ANE VR AR R RE SR B SE M PRI ARES - RERVEE AR A BIE
BRREHEERKE RIS AR 2 ) - SHEEN I EE AR

4. FUEkE TR

Recording Recyclables

// / // B (] W5 e 72 A S R IR RO RIS » AR PR B 2 B A RH R 2GR o
i Edanibllver Al EE ek
/ . If cleaning contractors are unable to provide recyclable collection

Schedule recyclers to collect recyclables from the
buildings and compile recycling record according to the
receipts provided by the recyclers

services, property management companies may visit webpage under
“Hong Kong Collector / Recycler Directory” to search for suitable
recyclers for collecting recyclables. More information can be found in
References. ! TS

=~

-
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3.4

R E TIREEH
Enhancing Environmental Awareness among Staff

BB ERERRENANESRE T - FHAR R EWENREESE - Bt » B@AL
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Effective waste management is an involved process that relies on cooperation from the
leaders of all major parties. A green action team with representatives from the green managers,
property management companies, cleaning contractors and recyclers should be formed to
discuss various waste reduction and recycling measures through regular meetings. This can
help to promote and enhance environmental awareness and participation among staff.

IR E B -

Duties of Green Manager:

P EREPEIFI TR o SR ERER R RS R RIS S - BIeRTRE  IRIR S i
VIRIESE > 50BN B T2 NBR(EE)

HIETREZIR BAZ R 3T AHBR SRS (1 - [RlsCRRE )

TR A A

TE BT e A B T ZERIRE BN B GE 2R 2B R BTG )
BRI OGS » 200D AR E - MEEES)  IRR B A M SR KB FE
g > A B THRAEZ B ERUEE A UL

Encourage staff to participate in activities related to environmental theme including air
pollution, food waste problems, green procurement, green environment, etc. through
training and workshops

Set achievable goals and policies related to recycling (e.g. recycling strategy)

Set up a Green Corner

Evaluate and share the progress and effectiveness of the environmental programme (See the
checklist in References)

> Encourage staff to participate in waste reduction and recycling through organising the
events like reducing paper competition, no plastic bottles day, competition on the design
of green corner
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Setting Up a Green Corner
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To disseminate the waste reduction and recycling information and
promote environmental activities in a more systematic and effective
way, a Green Corner is suggested to set up and help to further encourage
staff to participate in waste reduction and recycling activities.

1. RREWAERN I AZENEROCE - &R ARIED
FRREGE T » T BT AL E BRI R AR -

2. HIRGRATEY MR E B EEGTHR S > LU R EE
B8 AR R DL DURR A E S E R AT [ 4y
i ~ BBV B A H A ISR ER AR
R o BRAERET T2 LB AR AT E] -

1. A Green Corner should be placed in a prominent location.
The best location should be chosen where the waste
recycling facilities can be placed together with a notice
board.

2. The Green Action Team should design the notice board
with topics related to waste reduction and recycling, e.g.
tips on waste reduction and recyclables including waste
paper, metals and plastics commonly found in office.
Recyclable materials can be used for decoration. You may
refer to the design of the Green Corner as shown above.
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Waste Reduction and Recycling Measures in Organising/Attending Events and Meetings
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Implementing Waste Separation at Source

SR/ VS B B i R TS
Waste Reduction and Recycling Measures in

Organising/Attending Events and Meetings
PREEANZERUBEIN » /TN AT HIE B SR B RS 8 b i R IR R K - LOE—
LB -

Apart from reducing waste in offices, companies should formulate and implement

relevant green measures in organising or attending events and meetings, in order to
further avoid waste generation.

3. IRANER{RIESISGEE - A L THBRRE -

4. E(EREERIHITES) - AR BEE - B
FIR & B Bl BB A 127 B =5

5. RMGEIGERENL EE - A TIFERHIAEI
AXBENLE ©

6. SRMGEMIMECERE - MR A ARG
#% o BS B TEIZA T BB Y [l Wit &6
R0 BB TRAMR R o
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- Reduction of Resources Consumption
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Post environmental guidelines or circulars
to inform staff the latest
environmental information.

The notice board should be used to promote
waste reduction and recycling activities,
such as mooncake box collection, Lai See
Reuse and Recycling Programmes, and
recycling of gifts and decoration during
Christmas.

Show the location map of the
recycling facilities to notify staff the
nearest recycling facilities available.
Statistics on the type and quantities
of collected recyclables should be updated
in a monthly basis to inform staff about the
effectiveness on waste reduction programmes
and to encourage them to participate.

s
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Adopt electronic registration system to reduce
the needs for printing invitation letters / cards.
Prevent or reduce using excessive packing
materials and decorations.

Avoid using corsages and reduce name
badges to an absolute minimum and confine
to thosethat are absolutely essential. When
attending events, notify the organisers that in
advance that attendees will not accept souvenirs
and gifts.

Avoid all unnecessary items such as impractical
souvenirs and do not use, supply or distribute
disposable plastic products as promotional
materials (e.g. inflatable cheer sticks, balloon
sticks, plastic-packaged tissue paper for
promotional use, etc.)

Allow clients to download information such
as posters, promotional leaflets and
publications from e-platform to reduce the
needs for printing publications and brochures.
If distribution of printed materials and
display of posters and banners at site are
necessary, the amounts of printout should
tally with the actual needs so as to avoid
excessive printing.
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Waste Reduction and Recycling Measures in Organising/Attending Events and Meetings
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EETEM ~ o[BI E B FER IR /
Selection of Materials / Products that are
Reusable, Recyclable or with Recycled Content
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Avoid materials/products that cannot be reused. Preferences

should be given to reusable frames and tents, banners,

decorations, name cards, souvenirs, etc.

Preferences should be given to durable materials and flexible
designs for production of posters, banners, signs and stalls.
To facilitate the reuse of items for other occasions, items
having the names and dates of events inscribed should be
avoided.

Use products with recycled content such as recycled paper,
rubber mats or souvenirs made from recycled materials.

Environmental friendly ink can be used for printing brochures,

promotional leaflets, publications, envelopes, letters, etc.

Use single type of materials instead of multi-layered materials
for production of promotional items. Avoid using foam boards,
expanded polystyrene boards and PVC banners.

T

4.3

oy EILE

Recycling

A% LR o3 $E ] YA 3% it X fth AH R
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Separate all recyclables to facilitate recycling of
waste, and prepare the plan to collect recyclables at
the end of a publicity event. Enforce the following

1. TEVIEWATROEEEA - RSO SRR measures as far as practicable:
ANBREGHIH -
2. IESHh RS T B R EE IS 0 LR EE 1. Include recyclable collection service in the
BIVEET ~ A ~ HITEE T B R i G .
- 2. Set up sufficient facilities at the venues regarding
EE_O ) . to the nature of events, visitor flow, anticipated
3. [EEhEE R EEE AR T - i LAEE E AR categories and weights of recyclable materials.
ERAERE (AEA ) - UsiEE S & /M RE A 3. Place facilities at easily identified locations.
FEY S ER i o Clear signs and regular announcements (if feasible)
4. ¥SHEE TE(TEYHLE - should be made to facilitate clients/public to
5. EHINT > LIRS o promote wider usage of waste separation facilities.
6. FeHEEIILE N DR B e S B S 4. Provide gu1dance.and instruction to staff members
on source separation of waste.
5. Conduct regular checks to ensure proper source
separation of waste.
6. Arrange recyclers to collect the recyclables for

recycling.

4. EWREH
Food and Drinks

1 GEER/EESERTAZER  IRBEZBRNBIAT
BRIRBERY)

{5t FH ] 82 2 2L B LAPT 22 FHARANEROK B (BBEbk ) SR HtaR A
K e

WGP FEEE BB LBERYSTHRARBRR -
NREETIERE -

Suggest to limit the number of main dishes to 6 or below for
hosting Chinese cuisine in restaurant / hotel to avoid excessive
food.

Use reusable tableware and provide drinking water in reusable
cups and through water dispensers (or water refilling stations).

Encourage staff to bring their own meals or schedule meal
breaks instead of ordering lunch boxes during events.
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References

BNEEZ/E SNEN G
Recycling Programmes for Commercial and
Industrial Building

RRERAZ EENREYGTE] - SUE)RE B R SRR E
F - TEARIAEAY ) TR SR 5 AT B HEA T &SR R el A h] -

. . https://www.wastereduction.gov.hk/
EPD has implemented programmes for various recyclables and en-hi/commercial-and-industrial-

encouraged the property management sector to undertake initiatives to building
set up and implement suitable mechanism to separate and recover waste
within commercial & industrial premises.

Il KEES)

Large Scale Event

AUETEER R (IS - (RA] L2 THVRIEBIfk ISR
fEE o SN > fRA] LIRS IR AR NG ~ Bl A
] B F S A R 2 B A A AR B R TR

&

To plan for a green event, you may refer to the “Greening
Your Events” web page. In addition, you may find more
information on waste reduction and recycling tips, map of
collection points and Hong Kong Collector/ Recycler

https://www.wastereduction.gov.hk/ o . .
Directory to assist your planning.

en-hk/large-scale-event

==
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Hong Kong Collector / Recycler Directory

AR EFAS T AR BRI I b SRR 2 B o

https:/}/wwwwastereduetion‘gov.hk/
This Directory contains non-exhaustive lists of organisations en-hlvindustry-support/hong-kong-
collector-recycler-directory

which carry out activities on materials recovery and recycling.

- BV FEE| ER e B BB AT I e 14 B

Waste Separation Bins and Electric
Composters Supplier List

A4 BRI AR RRREY) 0 XA GR b EE B EAT AR (L ERS -

This 1is a non-exhaustive list of local suppliers of
waste separation bins and electric composters.

https://www.wastereduction.gov.hk/
en-hk/property-management-office-
supplier-list

RAENAZRYIFEEE —plEELEKE R
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V. L ER Y E s E
Checklist of Waste Management in Office

PWNELTR Office Inspected
EEH Date of Inspection
FEE/IHZE Inspection Team

EE1T HAET TEHA GEET

1.1 DS IR TFE » R @ SRR & 1.1 Adopt “first-in-first-out” principle to avoid expiry of materials before their consumption
N — N N N N Provide notices/signs/checklists to inft taff d ti in handli d stori

12 | ATHEE R R UERRI - BERERAR 1 | Provide notices/sgns/checkliststo inform staf on sood practices inhandling and storing
13 TS - Llﬁ@1%f" o] [ R 0~ IR R TTE 13 Conduct regular checks to ensure proper source separation of waste

) (HeCRA B RIIEI EENAEREA ) ) (i.e. no recyclable materials found in the trash bin)
1.4 | BEESEEHMIAURSERES - A1EH - Bk - 2 - @i 1.4 Purchase recycled paper or related products, e.g. envelopes, leaflets, name cards, newsletters, etc|
15 S S FE R IS WA A S B TR B S Ry [ 5 1.5 Purchase recycled products, e.g. paper towel, toners, etc
16 B8 L T 1 ) T B B BRI T F 1.6 Purchase photocopiers and printers with double-sided printing function

. Ly =g=% i

Equip photocopiers with different paper trays, one tray for single-sided paper and the

= . = 2.1

2.1 5 —TH 24T ENADARER B 2 Atk 0 B 52 E B [R] AL other one for new paper

N 2.2 i i
22 S R Do not use leader pages in outgoing faxes

N . 2.3 Use e-f: tem for i ing f:
23 EEE T se e-fax system for incoming faxes

_ e 2.4 Adopt electronic system for filing and documentation
24 | BRAETRGOET SR

— B 2.5 Promote the use of electronic communication
25 | EHETREESFGIE )
2.6 Use transit envelop to despatch the documents

2.6 EEn SRR

R R EHFRERR 2.7 Reuse single-sided paper, envelopes, loose minute jackets, tags and other paper office items

27 | BB - G EEACEIRIC - R AR BN E A

3.1 Install electric hand dryers
3.1 LHEHZ A% 32 Collect reusable ballpoint pen shafts and parts for reuse by using refills and collect broken

- parts for plastic recycling
3.2 | EMATERENHETE - WEATER DEE A ET - BRASEITEAIEER R 33
33 | ERFEMAFTEL - DEYCHIZEE

Use environmental friendly rechargeable batteries instead of disposable one

Provide 3-coloured recycling bins for collection of recyclables including waste paper,
plastics and metals inside pantry and other convenient locations in the office

4.1 B = B RIUR(EERER ~ S8R ) IR A R EAEF I E Provide recycling bins/ trays to extend the recyclables being recovered including:
RO / 78 - MOCKCEPIEIRTERE - 0 - (GEFCEE AR L) (Please tick the appropriate boxes)
s . NN N = 4.2 [ fluorescent tubes [] glass bottles 0 waste electrical and electronic equipments
4.2 CoksRier CIate CIgaes bR/ wila o DR [J toner/ Ink cartridge [] rechargeable batteries [ ] food waste
CIEAh ] B EL - G558 ¢ [ other recyclables, please specify:
43 EESFIRE ~ (B ~ ST R E(E S (T B s i B mI S - DU B Tt 43 Provide properly labelled recycle boxes for single-sided paper aside of photocopiers,
— — fax machines, network printers and appropriate areas in workplace
4.4 @%ﬂ%@ﬁg@%%ﬁﬂ@W*HM@WE%E@FH HIREHE » TEVTE PI{TROEEE P » 4.4 Provide properly labelled recycle boxes for double-side printed paper in appropriate area in
TR S R 55 B B A ’ the office, if possible one next to each litter bin
5.1 TEHAEREIRM EIRG B RS - 1228 TE R AMRIREIE 5.1 Place posters in prominent locations to remind staff of green practices
52 TEHNZENR TEREATEV A - HEERFEGHAZE 5.2 Set up Green Action Team to promote green practices
— — — - — - bullet] — - -
53 A T R P R 2 TR B | AR IR R R, 53 \?Vzts rg)rce}criiir&gﬁmer on notice boards and e-bulletin boards to distribute information on
5.4 ﬁﬁﬂ%ﬁ%ﬁﬁ& > Uﬁqif/ﬁ&%5‘5@EU%@E%%M@%%E@%& > MRAEE AR Conduct performance review regularly to reyiew the implementation of green measures adopted
’ B A2 ETHR )AL E [ e fiiE S B i R AR A 5.4 in office. (;l‘he reiogii and trznd on COrllsulmpthén 1;)1; maj C(13r cg?sqm%b}esémclugmg photocopying
1t . paper, and recyclable record are regularly updated and publicised in Green Corner
>3 [ATH B T ARG | B e FHA B 55 Promulgate guidelines and related information on green practices to all staff and redistribute
56 | BB THRELIRREE R AL/ TR e
5.6 Provide training/ workshops on green management and waste reduction

5.7 | BTEEVVEBAIREES) - WEE 8 T2

I — _ 5.7 Organise and encourage staff to join waste management and waste reduction campaigns

N

RANPDERYEEE — HEERWER ' e’ A T R E IR
20 | BRMDZRYIKER — pUR EIUERHE RRMAERIEER - FEERANH | 5

Green Office and Property Management - Waste Reduction and Recycling Information Booklet Green Office and Property Management - Waste Reduction and Recycling Information Booklet



ETHH

References

SR/ RSB R SRR B B B B

Checklist of Waste Management in Organising / Attending Events

and Meetings
TEE) / e AE Event/ Meeting Name
TEE) / ik HI Date of Event/ Meeting
/A Inspection Team

BEET MRET EA

1.1 DIET7 70850/ S5 HEEE 1.1 Adopt electronic registration/ invitation system
1.2 TRV B (50 F S S ) B EE L I SR B 1.2 Reduce or avoid excessive packing materials and decorations
1.3 SBeep ( EETE > IEpEEE/ DG 13 Do not use or accept corsages and reduce name badges to minimum
- } 14 . . . . . : . .
14 S0 $R L D B B A i T — ZO M T RS F R P Y (B Avoid all unnecessary items such as impractical souvenirs and one-off promotional materials
15 Encourage exhibitors or speakers to promote or introduce their products via the computer.
1.5 BN LTS My MR S EERE LS > DT E ) Upload leaflets and publications to e-platform for downloading
1.6 Keep the amounts of printout to minimal if distribution of printout is necessary

16 | AMFERIREEDRG - ERERFEEMOEESE

Avoid all unnecessary items such as impractical souvenirs and do not use, supply or distribute

PR EBE I # ,uuu% J—Ejlfl’iﬁﬂﬂﬁﬁﬁﬂﬁuum EYi 21 disposable plastic products as promotional materials (e.g. inflatable cheer sticks, balloon sticks,
(ZZD RETHRIE « REKE ﬁﬁﬁj‘@zﬁ‘ plastic-packaged tissue paper for promotional use, etc.)
22 \‘Ufﬁ E"Jq’%fé 5% PERE uxd‘lo@z@*@%uu FER R BT - Q0] 2 ARG 22 Use durable materials and flexible designs for decoration structures, signage and booth for
) ~ MRSE SRR o LIEH R EA ) the event, e.g. reusable frames and tents, banners, etc that can be reused in other events
23 ;ﬁz SEEER RS EY) 23 Produce publicity materials with recycled content
2.4 Avoid incorporating dates and event name on promotional items to facilitate for reuse purpose
2.4 WG A EEY) I _ X S RSB B HAFEE) &5 25 Use single type of materials instead of multi-layered materials for production of promotional
S BILL 1 Jc % [ 8 & H R B S [, - et R B ~ 38 T - ’ items, Avoid using foam boards and expanded polystyrene boards and PVC banner in the event
i Ta i 12
25 | BRY ekl
3.1 Include recycling collection service in the cleansing contracts
3.1 TEVIERATHEERN > EEREEHE AR E0H 3.2 Place facilities at easily identified locations to separate and collect recyclables
3.2 TEE AR 75 3% B B o] ks 33 Make clear signs and regular announcements (if feasible) to promote wider usage of
) waste separation facilities
3.3 VIR H BURAE AR R (ALER ) - LIBIRE 2 = 7 / T RS A B (e i e 3.4 Provide guidance and instruction to staff members on source separation of waste
34 EEB THEITEY O E 3.5 Conduct regular checks to ensure proper source separation of waste
3.5 ERAREE o LIRER Y 2= 048 3.6 Arrange recyclers to collect the recyclables for recycling

3.6 | wHERIE IS C R B IER S

Limit the number of main dishes to 6 or below when hosting Chinese cuisine in restaurant/ hotel

IN

4.1 TR /I E B R G > M E R R T 4.2 Use reusable tableware if food or drinks are provided
s 4.3 Avoid purchasing bottled water
42 | WFARBEYIRER, - R E A A A o e i
43 i 4.4 Avoid using paper coasters
. pli H 7]
= 45 chourage staffs to bring their own meals or schedule meal breaks during event to avoid
4.4 SHE € (5 P R L AR L using disposable items for take-away food

45 | B LBy s PRSI - BV E SNE R A AR A ANEER &

vl B R ek el sl ' o RRNAERARER — WEEBAND | o5
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