
ECO-FRIENDLY OFFICE IDEAS 

Lighting 
Daylighting 

 The most simple and cost-effective thing you can do is to fully utilize the natural daylight 
that shines in through your office window each day.  Optimize the use of this free light 
source in any way you can, by rearranging desks and office furniture around windows 
and skylights. 

 Exit Signs. Some signs use regular incandescent bulbs and can be easily converted to 
use compact fluorescent light bulbs (CFLs).  Some use LED, neon, or electroluminescent 
technology, all of which are longer lasting and may use as little as 1 to 10 watts of 
power. 

Exterior Lighting 
 Use only as much lighting as is absolutely necessary to ensure the safety and security of 

the premises and the people who come and go  
 Use photocells or timers so lighting is only used when needed  
 Consider using newer technology such as CFLs or fluorescent or halide lights, especially 

if you’re replacing mercury vapor lights  
Occupancy Sensors  

 These are inexpensive, easy to install, and can produce significant energy savings 
around the office.  Install them in store-rooms, break rooms, bathrooms, and 
conference rooms that are in limited use.  
 

Technology 
 It is not true that turning off computers, monitors, or printers will damage them.  

Wherever and whenever possible, shut down all office equipment each night.  At a 
minimum, shut off monitors, which are the heaviest energy users.  To facilitate the 
process: 

- Use power strips with switches for added convenience.  
- Designate someone to be the “switcher,” or ask maintenance or cleaning 

personnel to shut down designated equipment each evening.  
- Be sure to clearly label any switches or equipment that must be left on, and then 

turn everything else off.  
 Most computers have a “sleep” function that can be enabled and set to engage after two 

hours of inactivity or less.  Other office machines may also have sleep and/or power 
saver modes—use them.   

 For refrigerators and vending machines that run constantly.  Consider using a Vending 
Mi$er ™, which is an occupancy-based control that powers down these appliances 
overnight when they’re not in use. 
 
 



Temperature Control 
Climate control probably accounts for 40% of an office’s total energy use.  

If you own the building… 
 Buy the best Energy Star-rated system for your building.   
 Consider buying systems that include outside air economizers, which bring in cooler 

outside air when the temperature inside is warmer.  These systems are especially good 
for offices with non-operable windows and are an excellent way to “flush” clean, cool air 
through a building in the early morning hours 

 HVAC systems should come with timer-based thermostats that can be programmed to 
turn down the system when no one is in the building.  

 Be sure the building is well-insulated and caulked to maintain even temperatures.  
 Solar shading can be achieved by using roof coatings, window shades and awnings, and 

planting trees and vegetation that keep the heat out.  Deciduous trees are optimal, since 
they lose their leaves in winter just when the extra sunlight is welcome for warming and 
lighting the interior spaces.  

If you lease the building… 
 Monitor the efficiency of your HVAC system and report any malfunctions promptly so 

your landlord can make repairs and adjustments quickly.  
 Make sure office personnel understand the proper operation of the HVAC system and 

train everyone to turn the system off when not needed.  
 Adjust the temperature settings.  Changing the temperature by even one or two degrees 

can yield savings of up to 3% of your energy costs.  Make small, incremental 
adjustments and ask employees to dress appropriately without making it uncomfortably 
cold or warm.  
 

Heating water accounts for about 9% of an office energy load. 
 Buy a water heater that is appropriately sized for the facility. Re-set the temperature to 

120 degrees maximum.  
 Use low-flow fixtures and install aerators on all faucets.  Consider installing a solar pre-

heating collector which will cut energy costs by as much as one-half.  Installing low-
water units on toilets can save a bundle since flushing accounts for one-third of all water 
use in U.S. buildings.  

 Outside, be sure to employ watering controls for landscaping, and use native plants as 
much as possible to reduce watering needs.  

 
General 

 Return excess or reusable supplies to a central supply cabinet for use by others. 
 Use trash can liners until dirty rather than disposing every time trash cans are emptied. 

 
 


