
TIPS for “Painless Paper Cuts” 
 
 

 Copy double-sided. 
 Allow minor hand-written corrections on internal documents. 
 Print only the pages you need from a multi-page document. 
 Print envelopes without labels. 
 Fill copier trays correctly according to arrows on ream label indicating “up” side of 

paper, thus reducing copy jams.   
 Route memos around the office, instead of making multiple copies. 
 Shorten documents:  Be concise.  Use smaller fonts and margins.  
 Preview documents before printing and edit onscreen. 
 Reuse envelopes and file folders. 
 Reuse one-sided pages as scratch pads. 
 Send information electronically. 
 Reduce unwanted mail:  Take your name off mailing lists. 
 Eliminate excess mailings:  Give customers options to indicate how often they want to 

receive information. 
 “Think Before You Copy” attitude.  Are copies necessary? 
 Use fax transmission stickers instead of full cover sheets. 
 Use a font that requires less ink.  Download free font at ecofont.eu. 
 Subscribe to online, rather than print publications. 
 Obtain reference manuals on CD rather than in book form. 
 Use erasable wall calendars that are updated. 
 Every recycled ton of paper saves approximately 17 trees. 
 Design mailers which avoid the use of envelopes (fold and staple the paper). 
 Turning the brightness on your monitor down 10% can reduce 20% of the monitor’s 

energy use! 
 Program your fax to eliminate confirmation sheets. 
 Provide half-size sheets for short memos and letters. 
 Use labels to extend product life, e.g. on binders, file boxes, inter-office envelopes  

 

 

 

 

 


