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The short guide to greening your business systematises in one place practical measures and recommendations that small and medium-sized enterprises (SMEs) can apply in their business. The measures and recommendations are classified into three groups. The first group consists of measures and recommendations that do not require investments and where savings are achieved by changing behaviour. The second group consists of measures/recommendations that require small investments and can usually be financed by SMEs themselves. The third group of measures consists of capital investments, i.e. measures that require an investment approach. For measures that require capital investments, it is possible to secure external sources of financing in the form of favourable loans and subsidies. Each of the listed measures has its own visual label. This guide is primarily intended for SMEs from the manufacturing industry sector. However, it can be used by business entities from other sectors and organisations from the public and civil sectors that are interested in the green transition and business greening. The project partners do not accept liability for loss or damage resulting from the interpretation of the information in this guide.
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	· Find a market for scrap:
· Search the national register of economic entities engaged in the collection, transport, storage, treatment and disposal of hazardous and non-hazardous waste (https://sepa.gov.rs/registri-u-oblasti-upravljanja-otpadom).
· During business meetings with suppliers and customers, one of the topics could be waste and by-products from the production process.
· Look for ways to reuse waste and by-products within the company (e.g. reuse in the production process or use for heating or other useful purposes).
· Reuse packaging materials (e.g use shredded recycled paper for packaging instead of Styrofoam balls or bubble wrap).
· Use rechargeable batteries instead of disposable ones.
· Recycle building materials.
· Use raw materials of higher purity in production processes (i.e. without unnecessary impurities)
· If you no longer need an old device, donate or sell it instead of sending it in a landfill.



	Measures and recommendations requiring small investments: Waste reduction and recycling
	€


	· Change the source of raw materials by switching to recycled raw materials or raw materials with a higher share of recycled components.
· Provide containers for collection and recycling (green containers - glass and glass bottles, blue - paper and cardboard, red - hazardous waste (e-waste), yellow - plastic waste, orange - metal and grey - brown - organic waste).
· Dispose of waste in designated containers.
· Return plastic, glass and similar packaging to the manufacturer if possible.
· Compost biodegradable organic waste.
· Collect and recycle e-waste (CDs, DVDs, toner cartridges, electronic devices).
· Separate and collect special categories of waste (packaging waste, waste batteries and accumulators, waste rubber, waste oils, electrical and electronic waste, etc.) and hand them over to an authorised collector, because their recycling can produce new products and can also be used as energy in industry.
· Install hand dryers in restrooms to eliminate paper towels.
· Repair broken devices (computers, printers, etc.) instead of replacing and discarding them.
· Repair and reuse of wooden pallets.



	Measures and recommendations requiring capital investments: Waste reduction and recycling
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	· Optimise the performance of existing processes (or introduction of new efficient processes) of production.
· Prepare feasibility studies and technical documentation for investments in equipment and/or facilities for waste management, including wastewater collection and treatment.
· Invest in equipment and/or facilities for waste management, wastewater and wastewater treatment.
· Invest in waste treatment by converting waste into biogas, synthetic gas or heat.
· Install a smart bin and a waste compactor for waste management. More details at:
https://www.youtube.com/watch?v=-ssjriO8RNo
https://www.youtube.com/watch?v=5rnpbcnz4og
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	Measures and recommendations that do not require investments: Improving energy efficiency
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	· Use heating and cooling devices rationally (do not heat or cool rooms while simultaneously ventilating the room). If you open a window for a long time, turn off the heating or cooling system.
· Adjust room temperatures. Thermal comfort is a matter of habit and personal perception of comfort. A pleasant room climate creates a necessary condition for well-being and health, as well as good performance at work. Temperature, humidity and personal constitution affect the feeling and well-being of people in the rooms. Recommended room temperatures common room 20°C; locker room 22 – 24°C; toilet 15 – 17°C; office spaces 20°C; workshop 12°C; staircases 12 – 15°C and garage 5°C. If you reduce the temperature you maintain in a room by just 1°C, you can save around 5% of heating energy per year.
· Reduce or turn off radiators in rooms you are not using and between 5:00 PM and 6:00 AM and on weekends. A room temperature of 15°C is recommended for nighttime operation. If the temperature is lower, it will take much more time and energy to reheat the building.
· Do not cover radiators with curtains or furniture as this reduces their thermal efficiency.
· If possible, use a timer to set your heating to turn on and off throughout the day. Turn it off about 30 minutes before you leave the room.
· Use blinds or shades on windows to block direct sunlight. In the summer, external blinds can reduce the temperature in a room by up to 8 °C. The need for cooling in some rooms is reduced, while in some cases cooling is not needed at all. In the winter, blinds and curtains should be used at night to prevent heat loss from the house. Blinds can reduce heat loss by up to 10%.
· Adapt your wardrobe to the season so that you don't have to heat the space additionally to achieve a feeling of comfort.
· Only activate air conditioning and ventilation systems if they are necessary for a specific use of the room. Cooling the room to too low temperatures in summer is not desirable. At lower temperatures, air drying increases (dew on the indoor unit), which is harmful to energy and health. Since a large part of the energy is spent on extracting moisture from the air, the capacity of the cooling device is significantly reduced. Therefore, the temperature on the controller should be set to 25-26 °C. For every °C lower room temperature, 3 - 5% more energy is consumed. The difference between the outdoor and indoor temperature should not be greater than 7 °C for health reasons.
· When using air conditioning, try to eliminate unnecessary heat sources in the space (such as lighting and other appliances).
· Doors and windows should be closed while the air conditioner is operating.
· Use firewood efficiently and purchase firewood on time. The moisture content directly affects the efficiency and quality of firewood, which is related to the period of purchase and the method of storage (dry place and protected from rain). It is best to use dry firewood that contains up to 25% moisture. It is purchased in late spring, i.e. at least 6 months before the heating season. Firewood purchased in the period from 2 to 6 months before the start of the heating season belongs to the category of dried firewood, which contains moisture in the range from 26% to 40%. This wood is less efficient than dry wood. Firewood purchased a month before the start of the heating season has a moisture content of over 40%. In this category of firewood, the energy released during combustion is first spent on releasing moisture from the wood and then on heating. This is why raw firewood heats a room much more slowly in the initial stages of combustion.
· Do not overload the firebox with wood. Efficiency will be better if you fill the firebox with smaller amounts of wood.
· Make the most of daylight. Clean windows regularly, avoid placing too many plants in front of windows, and avoid using dark curtains. In work areas, position desks to make the most of daylight.
· Turn off lights in rooms such as bathrooms, storage rooms, basements, or hallways where no one is present most of the time.
· Use lower wattage light bulbs where possible.
· Clean light bulbs and lamps regularly because dirt reduces their efficiency. Dirt can absorb up to 50% of the light.
· Reduce decorative lighting where possible, as it does not significantly increase the brightness of the room and consumes additional electricity.
· Install informative ‘lights out’ signs in rooms that are rarely used.
· Turn off the lights whenever possible.
· Turn off spare, inactive, or unnecessary equipment and devices.
· Turn off auxiliary devices whenever their operation is not necessary.
· Turn off the power when you leave the room or after working hours (use reminders).	
· Use sleep or standby mode on the equipment (set defaults).
· Gradual switching on of process equipment to avoid peak loads.



	Measures and recommendations requiring small investments: Improving energy efficiency
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	· Properly maintain equipment and devices to reduce downtime and waste of resources associated with shutting down and starting the production process.
· Once a year, before the start of the heating season, call an authorised person to check the heat exchanger. In order to utilise the heat produced in the boiler, it is necessary to regularly clean the heat exchangers from scale. A layer of scale reduces heat transfer, and the device works less efficiently, so fuel consumption will increase, and the room will heat up more slowly.
· Once a year before the start of the heating season, call a service technician to check the heating installations and the burner. A dirty burner causes insufficient fuel combustion and less efficient operation of the entire system.
· Before the start of the heating season, call an authorised person to check the chimney's patency.
· Maintain your heating, ventilation and air conditioning system regularly (clean or change filters every two months and check for leaks, blockages, etc. once a year).
· Check for cracks between windows and walls that allow air to pass through and heat to escape from the house. Seal the cracks with suitable materials, such as foam.
· Check and repair air leaks. Worn and dilapidated joinery does not seal properly, has damage and defects, so in the winter period you can often feel slight drafts of cold air. This phenomenon leads to a decrease in the temperature in the rooms and an increase in heating costs. The lack of thermal insulation of the building allows heat loss of up to 35%. Poor and dilapidated joinery leads to a loss of 25%. Test with a smoke pen or a lit incense stick along the window frames and ventilation openings and doors to determine the level of air flow.
· Install insulating sealing tape on windows and doors (Poorly sealed windows or doors are the main cause of heat loss. Sticking insulating tape around windows and doors reduces heat loss. Depending on the manufacturer, the price of insulating tape varies from €1 to €2 per meter. The payback period is less than 1 year). Examples:
· https://www.youtube.com/watch?v=U0JVWfFuzrg
· https://www.youtube.com/watch?v=HcqcepxcZ3c
· Insulate roller shutter boxes. Roller shutter boxes are potential places for high heat loss; insulating them prevents heat loss.
· Install window film to reduce solar heat.
· Place radiator foil behind radiators to reflect heat back into the room. This works especially well on external and north-facing walls.
· Install thermostatic valves: Thermostatic radiator valves provide temperature control using a thermostatic head. Thermostatic heads have divisions or numbers on them that represent a specific temperature (number 1 = 12 °C; number 2 = 16°C; number 3 = 20 °C; number 4 = 24 °C and number 5 = 28 °C). When the room temperature reaches the desired level, the valve closes to stop the flow of water and prevent the radiator from heating up. Installing thermostatic radiator valves can save up to 20% of energy (depending on the type of thermostat and the response speed. Setting it to 5 will not cause the room to heat up faster. On the contrary, it will lead to overheating of the room, as the valve will be closed at a temperature of 28°C. When users open windows to get fresh air, they should close the thermostat. After closing the window, they should return it to its previous position. In less frequently used rooms such as hallways, storage rooms and toilets, the room temperature may be lower. Thermostats can be manually limited and locked to setting 1 or 2. So that building users cannot manipulate the temperature in these smaller rooms. Example of thermostatic valves in action: https://www.youtube.com/watch?v=cuIZQ1Ged74
· Insulate the pipes for heat distribution and hot water in the heating system. Uninsulated pipes lose a lot of heat on the way between the boiler and the radiators. The thickness of the insulation must be equal to the diameter of the pipe.
· Maintain and clean radiators regularly. During the summer, air can enter central heating installations, which can reduce the system's capacity with the start of the heating season. Practically half of the radiators can be hot and half cold. Therefore, it is necessary to regularly ventilate the radiators or the entire installation to remove air. Procedure for bleeding air from radiators https://www.youtube.com/watch?v=7Aglqq3viAE
· Replace old, inefficient heating pumps. The pump power depends on the size of the floor, supplying hot water. Old, unregulated heating circuit pumps always run at the same speed and therefore often make more power available than is needed. With an annual operating time of 6,000 hours, an old circulation pump has an annual electricity consumption of 400 to 600 kilowatt-hours. New, highly efficient pumps, however, continuously adapt their power to the actual needs of the building, and therefore consume much less electricity, up to 80%.
· When choosing the right air conditioner, consult with an expert and do not buy a unit with a larger capacity than you need. The choice of air conditioning capacity is influenced by the size of the room, the area of glass openings, the thermal insulation of the room, the number of people staying in the room and the number of heat sources (electrical appliances).
· If possible, place the outdoor unit of the air conditioner on the north side of the building or where it is protected from direct sunlight and where good air circulation is ensured. The cooler the outdoor unit, the higher the efficiency of the device.
· Regularly check the coolant level in the cooling unit.
· Regularly clean the heater in your water heater from limescale. Limescale prevents the transfer of heat from the heater to the water, which means that more energy is used to heat the same amount of water. Modern electric water heaters have built-in ‘dry’ heaters that eliminate the problem of limescale formation.
· Avoid heating with electricity. If electric heating devices are used in the building, this indicates that there is a problem with the heating system. If remote rooms are heated with additional electric heaters, this may be because the existing heating system does not provide enough energy or is poorly insulated.
· Use energy-efficient windows and insulate buildings where possible. Energy-efficient windows will not only reduce heating costs but will also contribute to increasing comfort in the space. New windows have 2-3 times less heat loss than old windows. When purchasing these windows, attention should be paid to the heat loss that occurs both through the glass and through the window frame. The frame can be PVC, but with steel reinforcement, aluminium, wood or a combination of wood and aluminium. Double or triple glazing with an air space of at least 16 mm. Instead of air as an insulator, the space between the glasses should be filled with inert gas argon, which increases the efficiency of the windows. It is mandatory to switch PVC window and door joinery to summer and winter mode https://www.youtube.com/watch?v=jRTQvvbThwE
· Paint your walls light colours. These can reflect 80% of the light back into the room, while dark colours reflect less than 10%.
· Replace incandescent bulbs with LED bulbs. Recommended lighting levels (lumens per square meter) are common areas: 200 lux; locker rooms: 100 lux; toilets:100 lux; office space with daylight: 300 – 500 lux; office space: 500 – 1,000 lux; workshops: 500 lux; stairs: 100 lux and garage: 30 – 100 lux.
· Install motion sensors or timers in rooms that are rarely used.
· Use energy-efficient equipment and appliances (Energy Star or A class).
· Conduct employee training to improve energy efficiency.
· Gather information and ideas for improving energy efficiency on the Internet. Periodically visit some of the following websites:
· https://www.youtube.com/watch?v=iVnnEGC-- https://www.youtube.com/watch?v=iVnnEGC--vQ&t=71svQ&t https://www.youtube.com/watch?v=iVnnEGC--vQ&t=71s=71s
· https://www.energystar.gov/buildings/tools-and-resources
· https://www.energystar.gov/industrial_plants/industrial-energy-management-information-center
· https://www.energystar.gov/buildings/save-energy-commercial-buildings/ways-save/energy-efficient-products
· https://www.energystar.gov/buildings/save-energy-commercial-buildings/ways-save/energy-saving-competitions/activity-kits



	Measures and recommendations requiring capital investments: Improving energy efficiency
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	· Improve the thermal envelope of the building (e.g. by replacing external windows and doors, installing thermal insulation of walls, roofs, ceilings above open passages, floors and other parts of the thermal envelope).
· Improve the thermotechnical characteristics of buildings (e.g. by replacing the existing boiler with a more efficient boiler, replacing the existing or installing a new pipe network, heating elements and accessories, installing electronically regulated circulation pumps, installing thermostatic valves on all heating elements, installing heat pumps, installing equipment for remote control and automatic regulation of the operation of thermotechnical elements, replacing the existing and installing new efficient air conditioning and ventilation systems, replacing the existing or installing new systems for central preparation of domestic hot water).
· Modernise the interior lighting system (e.g. by replacing light sources, i.e. lamps, installation of equipment for controlling and managing the interior lighting system).
· Install solar collectors in a central hot water preparation installation.
· Install solar panels and accompanying installations for the production of electricity for your own needs.
· Replace heating fuels and use of biomass.
· Construct a passive building: A passive building involves the construction of a thermally insulated building and the use of solar energy to heat the building in winter and prevent solar radiation from entering during the summer in order to reduce the need for cooling. The construction of a passive building is about 25% more expensive, however, it should be borne in mind that such a building has reduced energy consumption for heating and cooling, so boilers and cooling units have a smaller capacity, which also means lower investment costs for boilers, radiators and cooling units. The annual energy required for heating a passive building is less than 15 kWh per m2 and is equivalent to 1.5 litters of heating oil per m2.
· Install a lighting management system. Lighting automation is a way to control lighting more efficiently, saving energy and reducing maintenance costs. It can improve safety, productivity and overall comfort. A simple system can use a timer to turn on lights during the day and only when needed. This would save energy by not leaving lights on unnecessarily during the day when no one is present. A complex system allows you to adjust the light level based on the time of day or the weather conditions outside.
· Install building and facility automation systems. This system is a group of devices and software that automate the operation of a building. It can be used to monitor, control and manage the physical environment of a business. This system consists of sensors that monitor temperature, humidity and light levels, etc.



	Measures and recommendations that do not require investments: Reducing water consumption
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	· Empty and rinse hot water tanks every six months to prevent scale buildup.
· Use dry cleaning methods instead of water to clean sidewalks, walkways, and parking lots.
· Set water heaters to a maximum of 60 °C. The production, storage and distribution of hot water consumes energy. The higher the temperature of the hot water, the more energy is required for its production, storage and distribution. An adequate hot water temperature is 60 °C at the outlet of the hot water boiler. Hot water and circulation pipes should be insulated to reduce energy losses. Instantaneous heaters are more efficient than storage heaters, as there are no storage losses. Only the required amount of hot water is heated, and the water is heated exactly to the desired temperature. Turn off the hot water at the washbasins in the toilets. Inform employees that when washing hands, it is not the temperature of the water that is crucial, but how carefully they are washed.
· Collect and use rainwater for watering, washing sidewalks, etc.



	Measures and recommendations requiring small investments: Reducing water consumption
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	· Fix leaks and implement a preventive maintenance program. Occasionally put a drop of water-soluble dye in the toilet bowl water and if you see traces of the dye in the toilet bowl, the toilet is leaking.
· Replace the seals on leaking faucets. If the faucet drips at a rate of one drop per second, the daily loss is 5 litters per day, and the annual loss is about 1800 litters of water.
· Install low-flow faucets or low-flow aerators. Faucet aerators can reduce water usage from 9-18 litters per minute to less than 5 litters per minute.
· Replace toilets/urinals with models with the lowest water consumption.
· Install low-flow cisterns (6 litters per flush). If you have an older model cistern, fill a plastic bottle with gravel, then fill it with water and place it inside. This way you can save about twenty litters of water per day without compromising the functionality of the toilet.
· Replace all disposable process water systems with a reversible closed-loop system.
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	MEASURES and recommendations that do not require investments: Pollution prevention
	0


	· Learn more about the substances (chemicals) you use. Browse the European Chemicals Agency (ECHA) database at https://chem.echa.europa.eu/
· Look for safe alternatives that can be implemented in production. To search for alternatives, visit some of the following websites:
· https://marketplace.chemsec.org/Alternatives/
· https://www.greenscreenchemicals.org/
· https://www.roadmaptozero.com/
· See ECHA's online training on analysis of alternatives https://echa.europa.eu/online-training-on-analysis-of-alternatives
· Use lower concentrations of hazardous substances in production, if possible (for example: switching from 35% formaldehyde to 10% formaldehyde).
· Use biodegradable or cloth bags and pouches.
· Instead of aggressive chemicals to remove limescale, use vinegar or citric acid.
· Instead of aggressive chemicals to clean stainless steel, use grated potato starch.



	Measures and recommendations requiring small investments: Pollution prevention
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	· Periodically assess actual and potential sources of pollution.
· Ensure regular calibration and adjustment of automatic process controls to prevent losses.
· Install spill controllers such as splash guards and drip pans on existing equipment.
· Reuse cleaning agents or solvents (e.g. using the same solvent repeatedly to clean dirty parts).
· Reduce your use of toxic cleaning products and replace them with safe alternatives.
· Use less hazardous cleaning, painting and gluing products that have a low content of volatile organic compounds.
· Use water-based paints, if possible,
· Use recycled or remanufactured products (like refilled cartridges)
· Use environmentally friendly products (less toxic or biodegradable)
· Use electric tools instead of gas tools.
· Use natural building materials.
· Use oxygen-based bleach instead of chlorine bleach
· Use mechanical liquid transfer equipment instead of manual pouring to prevent spills.



	Measures and recommendations requiring capital investments: Pollution prevention
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	· Innovate the production process by replacing the use of hazardous substances with less hazardous ones, if possible.
· Replace old production equipment with new and efficient equipment.
· Modify existing equipment to make it more efficient (e.g., switching from a standard to a low-pressure, high-volume spray gun)
· Introduce distillation/filtration and liquid reuse, if possible
· Change or modify the air filtration system, if possible.
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4. Packaging and sustainable transport 

	Measures and recommendations that do not require investment: Packaging and transportation
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	· Avoid excessive procurement of raw materials and storage of finished products.
· If possible, market products locally and procure raw materials from local suppliers within 150 km. Local transport refers to distances of up to 150 km.
· You avoid transporting individual or smaller quantities of products or raw materials.
· Implement a ‘no idling’ or ‘reduced idling’ policy for vehicles. Use visual reminders (signs) at loading docks and other places where vehicles stop. For businesses that use heavy vehicles, this can result in significant savings.
· Educate drivers on fuel-efficient driving and fuel-saving practices (speed limit to 90 km/h, tire inflation, route planning, etc.).
· Use alternative transportation to work (e.g. bicycle, walking, group carpooling, etc.)
· Allow employees (if possible) to work remotely.
· If you are traveling for accommodation, choose hotels that have the Green Key. The Green Key is an international environmental certificate awarded on a voluntary basis to tourism organisations (hotels, hostels, motels, campsites and conference halls) that promote sustainable development in tourism and actively participate in environmental conservation and the promotion of ecological principles.




	Measures and recommendations that require small investments: Packaging and transportation
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	· Use packaging materials with low environmental impact (recycled/renewable materials).
· Use recycled packaging.
· Use reusable containers and pallets.
· Complete optimisation of product-shaped packaging.




	Measures and recommendations requiring capital investments: Packaging and transportation
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	· Product design change and packaging optimisation. The optimal ratio involves reducing the shape or size of a product without changing its functionality. Reducing the dimensions of a packaged product can result in savings during transportation because the number of units of the product shipped increases.
· Introduction of information logistics systems and automated vehicle tracking systems.
· Use of green means of transport such as electric/hybrid vehicles and vehicles with higher emission standard categories (‘EURO 5’,‘EURO 6’,’STAGE’,or ’TIER’).
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	Measures and recommendations that do not require investments: Green procurement
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	· Create guidelines and criteria for green procurement. Examples of guidelines and criteria:
· The product/semi-finished product/raw material does not contain hazardous components that would require special labelling, handling and/or waste disposal practices.
· The product/raw material is non-toxic and/or biodegradable.
· The product is certified under a recognised eco-labelling program.
· The product is reusable and/or includes reusable parts (e.g. rechargeable batteries).
· The product/raw material contains recycled materials.
· The product/raw material is available from a local supplier.
· The product/raw material arrives from the supplier packaged in materials that can be reused/recycled.
· The packaging material contains recycled elements.
· The product is economical to repair.
· The product/device is energy efficient (label: Energy Star or A class).
· The product can be easily improved or upgraded.
· The components required to maintain the product are not harmful to the environment.
· The product and its parts may be reused, redistributed, sold, or gifted to others.
· The product or its parts may be returned to the supplier for reuse, recycling or recovery.
· The product or its parts may be included in a waste exchange program.
· There are no special costs associated with the safe disposal of the product or its components.
· Products/raw materials are delivered in reusable containers or pallets.
· Avoid purchasing products with a short shelf life and containing artificial colours.
· Visit the catalogue of products and services that have the "EU Ecolabel" and identify ecological products that can be purchased. The EU Ecolabel Product Catalogue internet address can be found here:
· https://environment.ec.europa.eu/app/ecolabel-product-catalogue



	Measures and recommendations requiring small investments: Green procurement
	€


	· Purchase products with a high percentage of recycled content and packaging that can be recycled.
· Purchase products that use a minimum of packaging materials.
· Purchase products in large packages (e.g. 5 litters of water instead of 1 litter of water or 0.33 litters).
· Purchase products/devices from suppliers who ensure adequate disposal of electronic waste.
· Buy products in bulk or in concentrated form (when possible). It takes less energy to produce one 1.5-liter bottle than 3 0.5-litter bottles.



	Measures and recommendations requiring capital investments: Green procurement and green financial instruments
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	· Use green financial instruments from national and international sources for investments in businesses greening.
· Start producing green products to participate in green public procurement conducted by the public sector.
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6. Greening the office

	Measures and recommendations that do not require investment: Greening the office
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	· Use email instead of faxes.
· Use e-invoices instead of paper invoices.
· Reduce paper usage and printing. Print only when necessary.
· Set your computer's defaults to double-sided printing.
· Set smaller font sizes and margins when printing is necessary.
· To print work documents, use pre-printed paper that is printed on one side.
· Keep previously used paper near the printer and use it for drafts, internal notes, etc.
· Use a whiteboard instead of a flipchart in meeting rooms.
· When designing and printing publications, avoid large blocks of colour and colours that are difficult to remove in the recycling process (purple, red, blue).
· Send publications by email instead of printing them.
· Ask colleagues to bring laptops to meetings instead of written materials unless necessary.
· Use lighter paper (heavier paper requires more energy, water and wood to produce).
· Set up a ‘reuse box’ for storing and reusing office supplies such as folders, filing cabinets, etc.
· Always turn off your computer when you are not using it. If you must leave your computer on while you are not working, turn off the monitor, as it consumes more than half of the power of the entire system.
· Set your computer and monitor to automatically go into sleep mode or screen saver if not used for 5 minutes.
· Don't leave chargers plugged in (especially overnight). Some chargers for cell phones, laptops, and digital cameras use energy even when the devices are charged.
· Use the stairs instead of the elevator, whenever possible.
· Order food delivery from a delivery company that uses recyclable containers. Avoid using polystyrene containers for delivered food.
· Pack food and drinks in separate containers and bring them from home.
· Use glass containers that can be washed (rather than plastic ones that you will throw away).



	Measures and recommendations that require small investments:
	€


	· Regularly maintain and service computers and other IT devices.
· Digitise your business. Use modern technologies and software to archive documents that you will not need after a certain period (they are faster to search, can be updated, and are often quite satisfactory).
· Use energy-efficient equipment and appliances (Energy Star or A class).
· Purchase and use recycled toner and printer cartridges, if possible.
· Purchase and use recycled paper.
· Replace ballpoint pens with fountain pens or wooden pencils.
· Use a laptop instead of a desktop computer because it consumes less energy.
· Purchase and use multifunction devices (printer, copier, and scanner in one machine).
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