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                                    Service Sector Checklist 
GENERAL Section
	Business: 
	     
	
	Contact: 
	     

	Address:
	     

	Phone: 
	     
	
	Email: 
	     


Awareness

Choose THREE measures

 FORMCHECKBOX 

Designate time at staff or other employee meetings to cover existing and new environmental efforts.
 FORMCHECKBOX 

Track and post utility bills.  
 FORMCHECKBOX 

Provide THREE ongoing incentives or training opportunities to encourage management and employee participation in the Green Business Program. For example: 
 FORMCHECKBOX 

New employee orientations. 

 FORMCHECKBOX 

Training programs. 
 FORMCHECKBOX 

Include in job descriptions, where applicable. 
 FORMCHECKBOX 

Include as a part of performance appraisals.

 FORMCHECKBOX 

Employee reference materials provided.  
 FORMCHECKBOX 

Include examples of GBP activities in company newsletters or bulletins. 
 FORMCHECKBOX 

Inform your customers of your GBP efforts.  Complete TWO of the following:
 FORMCHECKBOX 

Post examples of steps you have taken to become certified as a Green Business.
 FORMCHECKBOX 

Offer customers “green” service or amenity options.  
 FORMCHECKBOX 

Offer tours that highlight your Green Business successes.
 FORMCHECKBOX 

Post your GBP efforts and/or certification on your website.
 FORMCHECKBOX 

Upon certification, post the GBP decal and/or certificate in a visible location.
 FORMCHECKBOX 

Encourage another area business to participate by providing their name and contact information: 

	Business: 
	     
	
	Contact: 
	     

	Phone: 
	     
	
	Email: 
	     


 FORMCHECKBOX 

Other:      
Green Purchasing
Complete the REQUIRED measure

 FORMCHECKBOX 

Discontinue use of Styrofoam or any other non-recyclable or non-compostable food service containers.
Choose TWO purchasing practices 
 FORMCHECKBOX 

Replace disposable paper towels with reusable cloth towels or energy efficient hand dryers.
 FORMCHECKBOX 

Purchase or lease copiers and printers with a duplex function (allows two-sided printing and copying). 
 FORMCHECKBOX 

Purchase condiments (milk, sugar, cream, etc.) in bulk.
 FORMCHECKBOX 

Purchase supplies (toilet paper, hand soap, etc.) in bulk.  

 FORMCHECKBOX 

Retailers: sell products made with recycled content and/or organic materials.
 FORMCHECKBOX 

Purchase only Energy Star-certified equipment and appliances.
 FORMCHECKBOX 

Contact your local materials exchange programs before purchasing new equipment. 

 FORMCHECKBOX 

Other:      

                                                                                  Service Sector Checklist 
GENERAL Section, continued

Utilize FOUR recycled content products
 FORMCHECKBOX 

Office paper
 FORMCHECKBOX 

Letterhead 
 FORMCHECKBOX 

Business cards

 FORMCHECKBOX 

Envelopes

 FORMCHECKBOX 

Post-it notes

 FORMCHECKBOX 

Paper towels

 FORMCHECKBOX 

Toilet paper

 FORMCHECKBOX 

Remanufactured toner cartridges

 FORMCHECKBOX 

Boxes and bags for shipping or retail use

 FORMCHECKBOX 

Refurbished or remanufactured furniture and equipment

 FORMCHECKBOX 

Carpet, carpet padding, rugs or floor mats

 FORMCHECKBOX 

Construction materials, any of the following: insulation, concrete, lumber, flooring, tile, etc.

 FORMCHECKBOX 

Other:      
Chemical Use and Pollution Prevention

Complete all REQUIRED measures 

 FORMCHECKBOX 

Store all chemicals in their original containers or properly labeled secondary containers with tight fitting lids.  Chemicals should be stored in secure, controlled areas, away from food and ignition sources.

 FORMCHECKBOX 

Stock at least one non-toxic, biodegradable cleaner for daily use.  For example, multipurpose, glass or floor cleaner.  (Mrs. Meyers, Clorox Green Works, Shaklee, Buckeye Green Seal Products)
Choose FOUR measures

 FORMCHECKBOX 

Use low VOC paint products available from local paint suppliers.

 FORMCHECKBOX 

Use non-toxic, low VOC office supplies, such as white out, white board pens, etc.

 FORMCHECKBOX 

Use low mercury fluorescent lamps. Vendors carry low-mercury, energy efficient, long lasting lamps.

 FORMCHECKBOX 

When remodeling, use low-emitting/low-polluting building materials, carpets, furniture, and other materials to improve indoor air quality.  Look for products certified by GreenGuard or the Carpet and Rug Institute.

 FORMCHECKBOX 

Educate and inform cleaning staff of your eco-friendly preferences.   

 FORMCHECKBOX 

Discontinue purchase of glass cleaner and replace with vinegar/water or another “green” window cleaner.   

 FORMCHECKBOX 

Retailers–-stock/sell products that are less toxic or less polluting than conventional ones.

 FORMCHECKBOX 

Use non-toxic cleaning products that are safer for staff and the environment.  Consider Green Seal certified products, available from most cleaning product suppliers.  


You may list up to THREE products, for a total of THREE credits/measures:

·      
 FORMCHECKBOX 

Use unbleached and/or chlorine-free paper products. (i.e., paper towels, coffee filters)
 FORMCHECKBOX 

Use rechargeable batteries, instead of disposable alkaline batteries.

 FORMCHECKBOX 

Have materials printed using soy or vegetable based ink.

 FORMCHECKBOX 

Other:      
Service Sector Checklist 

GENERAL Section, continued

Pest Management  

Complete the REQUIRED measure
 FORMCHECKBOX 

Request that your pest control or landscape contractor reduce use of pesticides and/or use less-toxic pesticides.  Tenants can request this from their landlords.

Choose TWO measures

 FORMCHECKBOX 

Eliminate insecticides or use less-toxic insecticides, such as soaps, horticultural oils, and microbials  

 FORMCHECKBOX 

Remove weeds by hand instead of using herbicides that contaminate local ground and surface waters.

 FORMCHECKBOX 

Correct situations that attract/harbor pests (improperly stored foods, open trash bins, dense foliage, etc.).  

 FORMCHECKBOX 

Use traps, containerized baits, gels and/or barriers for ants and cockroaches.  

 FORMCHECKBOX 

Request that pesticides are applied on an “as-needed” basis instead of on a set schedule. 

 FORMCHECKBOX 

When chemical pesticides are necessary, use those labeled “caution” rather than “warning or “danger”. 

 FORMCHECKBOX 

Other:      
Transportation & Air Quality

Complete the REQUIRED measure
 FORMCHECKBOX 

Complete the Transportation Survey for all employees, and with this information, complete the Transportation Summary. 

Choose FOUR measures

 FORMCHECKBOX 

Provide a secure location for staff to store bicycles or install a bike rack in or near facility.

 FORMCHECKBOX 

Provide alternative transportation information such as carpooling, vanpooling, biking, walking or public transportation to all employees at staff meetings or new employee orientations.  
 FORMCHECKBOX 

Encourage alternative modes of transportation via incentives (bus pass or small bonus).

 FORMCHECKBOX 

Perform local errands on bike or foot. 

 FORMCHECKBOX 

Shop at local businesses within close proximity or “trip chain.” 

 FORMCHECKBOX 

Maintain fleet to maximize fuel efficiency, including adjusting tire pressure, changing filters, oil, etc.

 FORMCHECKBOX 

Use fuel-efficient vehicles for business errands.

 FORMCHECKBOX 

Provide shower facilities for employees who walk, jog, or bike to work. 

 FORMCHECKBOX 

Provide preferential parking for low-emission, alternative-fuel and all carpool vehicles.
 FORMCHECKBOX 

Utilize teleconferencing or videoconferencing whenever possible to avoid unnecessary travel.

 FORMCHECKBOX 

 Institute a no-idle policy for your establishment, employees and contractors.
 FORMCHECKBOX 

Other:      
Service Sector Checklist
SOLID WASTE Section
Waste Reduction

Complete the REQUIRED measure
 FORMCHECKBOX 

Perform a self assessment of your waste using the attached Waste Assessment Form. 
Reduce: Choose FIVE measures

 FORMCHECKBOX 

Design marketing materials that require no envelope.

 FORMCHECKBOX 

Reduce junk mail by removing your business from national databases.
 FORMCHECKBOX 

Eliminate duplicate mailings of subscriptions (contact publication to request that all but one be removed).

 FORMCHECKBOX 

Update your mailing list annually to avoid duplicate mailings to your customers.

 FORMCHECKBOX 

When faxing, use a fax stamp or fax label on the first page instead of a full-page cover letter.

 FORMCHECKBOX 

Reduce junk faxes by contacting the sender and requesting permanent deletion of your number.  

 FORMCHECKBOX 

Make two-sided printing and copying standard practice in your business.

 FORMCHECKBOX 

Post, route or e-mail staff memos and schedules instead of printing individual copies for all employees. 

 FORMCHECKBOX 

Retail: offer incentives to customers who bring their own shopping bags and coffee mugs. 
 FORMCHECKBOX 

Install filtered water tap at your sink or contract a water cooler service, instead of purchasing bottled water.  

 FORMCHECKBOX 

Other:      
Re-use: Choose FOUR measures
 FORMCHECKBOX 

Donate or exchange unwanted furniture, supplies, electronics, scrap materials, linens, etc. to schools, churches, hospitals, libraries, nonprofits, teachers, Goodwill, Re-Store, etc.
 FORMCHECKBOX 

Enroll in a waste exchange program where your waste becomes another company’s resource.
 FORMCHECKBOX 

Replace disposable kitchenware (silverware, mugs, plates, etc.) with reusable alternatives.  

 FORMCHECKBOX 

Reuse envelopes and file folders.

 FORMCHECKBOX 

Use reusable mesh coffee filters. 
 FORMCHECKBOX 

Train housekeeping staff to reuse clean trash liners.

 FORMCHECKBOX 

Use the back side of previously used paper for notes, drafts, fax machines, printers, etc. 

 FORMCHECKBOX 

Refill existing toner cartridges. 
 FORMCHECKBOX 

Reuse packaging materials (bubble wrap, peanuts) or donate to a local shipping company.

 FORMCHECKBOX 

Other:      
Recycle: Choose FOUR measures

 FORMCHECKBOX 

Any one of these paper products: office paper, newspaper, magazines, junk mail or telephone directories. 
 FORMCHECKBOX 

Either cardboard or paperboard.
 FORMCHECKBOX 

Containers: cans (aluminum & tin), plastic or glass.
 FORMCHECKBOX 

Waste oil, transmission fluid, coolant, grease, etc.

 FORMCHECKBOX 

Filters, such as waste oil, air, etc.

 FORMCHECKBOX 

Toner or inkjet cartridges.

 FORMCHECKBOX 

Fluorescent light bulbs.
 FORMCHECKBOX 

Batteries – button, alkaline, NiCad, lithium ion, Nickel Metal Hydride- NiMH, etc.
 FORMCHECKBOX 

Carpet – many of the leading carpet manufacturers will recycle your old carpet.  
 FORMCHECKBOX 

Green waste (from trees, flowers, shrubs).  Or make composting part your landscaping contract.

 FORMCHECKBOX 

Food waste: collect and compost your office food waste.  
 FORMCHECKBOX 

Other:      
Service Sector Checklist
WATER Section
Water Efficiency & Quality
Complete all REQUIRED measures  
 FORMCHECKBOX 

Understand your water bill and review it for indications of leaks or other problems.  
 FORMCHECKBOX 

Regularly check for leaks and repair immediately (at least quarterly). 
 FORMCHECKBOX 

Instruct staff and landscapers that hosing off hard surfaces wastes water and pollutes local waterways.  

 FORMCHECKBOX 

Clean outdoor areas with a broom (parking lots, sidewalks, alleys, patios).  Avoid hosing off outdoor hardscapes or using soap outside.   
 FORMCHECKBOX 

Do not hose off or wash cars, equipment, floor mats or other items where runoff water flows into the storm drain; if possible direct water to landscaped areas.  

 FORMCHECKBOX 

Keep receiving and dumpster areas clear of litter. Ensure tight fitting lids on garbage containers.

Equipment & Facilities: Choose TWO measures

 FORMCHECKBOX 

Replace pre-1992 toilets which use 3 or more gallons per flush (gpf) with more efficient alternatives that use 1.6 gpf or less.

 FORMCHECKBOX 

Replace pre-1992 urinals with more efficient alternatives such as 1.0 gpf or waterless urinals.

 FORMCHECKBOX 

Install high efficiency faucet aerators (1.5 gallons/minute or less).   
 FORMCHECKBOX 

Post signs in restrooms encouraging water conservation.  
 FORMCHECKBOX 

Provide an outdoor receptacle for cigarette butt disposal.  
Employee Practices:  Choose TWO measures
 FORMCHECKBOX 

Educate staff on the need for water efficiency.
 FORMCHECKBOX 

Place “use water wisely” stickers near faucets (available from the SS GBP Coordinator).

 FORMCHECKBOX 

Educate staff regarding the hazards caused by urban run-off and how to prevent them. 

 FORMCHECKBOX 

Use dishwashers only when full. Post signage to remind employees.  
 FORMCHECKBOX 

Regularly clean litter/debris outside your business to minimize amount entering the storm drain.

 FORMCHECKBOX 

Other:      
Landscaping
If you have no landscaping or do not manage your landscaping, you are exempt from this section.

If not exempt, complete all REQUIRED measures
 FORMCHECKBOX 

Test irrigation system quarterly to ensure proper spray head coverage, operation and watering schedule.
 FORMCHECKBOX 

Follow your local water provider’s suggested watering schedules to conserve your local water supply.
 FORMCHECKBOX 

Instruct landscapers and staff that hosing off hard surfaces wastes water and pollutes the local waterways.  Simply dry sweep the area.
Choose THREE measures

 FORMCHECKBOX 

In place of grass or sod, install water efficient shrubs or ground cover.  

 FORMCHECKBOX 

Plant NC-friendly and native plants.
 FORMCHECKBOX 

Annually apply mulch to all exposed areas to increase moisture retention and prevent soil erosion.

 FORMCHECKBOX 

Remove hardscape and install permeable paving (porous concrete or pavers).
 FORMCHECKBOX 

Install drip irrigation. 

 FORMCHECKBOX 

Install a smart irrigation controller that uses weather data to irrigate appropriately. 

 FORMCHECKBOX 

Redirect downspouts towards landscaped areas where possible.

 FORMCHECKBOX 

Install a cistern or rain barrel to catch rainwater.  

 FORMCHECKBOX 

Make curb cuts in parking lot planting areas.
 FORMCHECKBOX 

Other:      
Service Sector Checklist
ENERGY Section
Energy Efficiency
Equipment and Facilities: Choose FIVE measures

 FORMCHECKBOX 

Install occupancy sensors or timers on lights in low traffic areas such as storage rooms and bathrooms. 

 FORMCHECKBOX 

Convert at least 50% of lighting fixtures using incandescent bulbs to energy efficient CFLs.

 FORMCHECKBOX 

Upgrade existing fluorescent tube lighting with T-8 or T-5 lamps with electronic ballasts. 

 FORMCHECKBOX 

Reduce the number of lamps and increase efficiency by installing optical reflectors or diffusers in fluorescent fixtures.  
 FORMCHECKBOX 

Replace all exit signs with LED or high-efficiency alternatives.  
 FORMCHECKBOX 

Program computer monitors to enter sleep mode after 15 minutes or less and PCs after 1 hour or less.
 FORMCHECKBOX 

Set the Energy Saver feature on photocopiers and printers to default.

 FORMCHECKBOX 

Purchase equipment and appliances that are Energy Star rated or equipped with energy saving features.
 FORMCHECKBOX 

Enroll in a green energy purchase program (NC GreenPower).

 FORMCHECKBOX 

Insulate water heaters, storage tanks and hot water pipes.

 FORMCHECKBOX 

Use a thermos or pump pot instead of electric burners to maintain hot beverages.

 FORMCHECKBOX 

Install renewable energy equipment – solar hot water heating, solar electric panels or wind turbines.
 FORMCHECKBOX 

Other:      
Employee Practices:  Choose 3 measures

 FORMCHECKBOX 

Implement a policy that encourages staff to turn off equipment and lights when not in use. 

 FORMCHECKBOX 

Place “turn off light” labels on appropriate switches facility-wide. 

 FORMCHECKBOX 

Clean light fixtures and diffusers regularly to increase light output.

 FORMCHECKBOX 

Clean skylights annually to maximize incoming light.

 FORMCHECKBOX 

Rearrange existing workspace to take advantage of areas with natural sunlight.

 FORMCHECKBOX 

Design future interior spaces to utilize natural lighting. 
 FORMCHECKBOX 

Use “task” lighting where extra light is needed, rather than lighting an entire room or workspace.

 FORMCHECKBOX 

Other:      
Heating, Ventilation & Air Conditioning (HVAC)  
Complete all REQUIRED measures below:

 FORMCHECKBOX 

Perform regular maintenance (bi-annually) on your HVAC system. Maintenance contracts should be established with a qualified contractor, which will provide spring and fall tune-ups of your system.  This will extend the life of your system and reduce energy use.  If leasing your facility, ask the building owner or property manager to clean or change filters at least every 90 days and check the entire system for coolant and air leaks, and obstructions of air intake.

Choose 2 New or Existing Measures
 FORMCHECKBOX 

Use natural ventilation for cooling.  Open windows at opposite ends of room to facilitate cross breezes.

 FORMCHECKBOX 

Install ceiling fans.

 FORMCHECKBOX 

Install programmable thermostat and set to conserve energy (setback, appropriate temperature settings).  
 FORMCHECKBOX 

Replace leaky, inefficient or broken windows with double pane, low-E, energy-efficient windows.  
 FORMCHECKBOX 

Apply window film to reduce solar heat gain.

 FORMCHECKBOX 

Shade sun-exposed windows and walls during the cooling season (awnings, blinds, shrubbery).  Open blinds in winter to capitalize on the solar heating.

 FORMCHECKBOX 

Use caulk and/or weather-stripping around windows and doors.

 FORMCHECKBOX 

Other:      
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      Transportation Survey & Summary
ALL businesses are REQUIRED to complete the Transportation Survey and Summary.

To be completed for each employee
	Transportation SURVEY

	Employee name:
	     

	How many miles do you live from work?
	     

	If you walk to work, how many days per month on average?
	     

	If you bike to work, how many days per month on average?
	     

	Do you take the bus to work? How many days/month on avg?
	     

	If you drive, what is the fuel efficiency of your vehicle? (mpg)
	     

	If you drive, do you drive a hybrid or alt-fuel vehicle?
	     

	If you carpool to work, how many days/month on average?
	     


	Transportation SURVEY

	Employee name:
	     

	How many miles do you live from work?
	     

	If you walk to work, how many days per month on average?
	     

	If you bike to work, how many days per month on average?
	     

	Do you take the bus to work? How many days/month on avg?
	     

	If you drive, what is the fuel efficiency of your vehicle? (mpg)
	     

	If you drive, do you drive a hybrid or alt-fuel vehicle?
	     


	Transportation SURVEY

	Employee name:
	     

	How many miles do you live from work?
	     

	If you walk to work, how many days per month on average?
	     

	If you bike to work, how many days per month on average?
	     

	Do you take the bus to work? How many days/month on avg?
	     

	If you drive, what is the fuel efficiency of your vehicle? (mpg)
	     

	If you drive, do you drive a hybrid or alt-fuel vehicle?
	     


To be completed with the Transportation Survey data from all employees
	Transportation SUMMARY

	Total number of employees surveyed.
	     

	Average distance employees live from work.
	     

	# of employee-days/month for walking to work.
	     

	# employee-days/month for biking to work.
	     

	# employee-days/month for riding bus to work.
	     

	The average fuel efficiency of employee vehicles in mpg.
	     

	Number of employees that drive a hybrid or alt-fuel vehicle.
	     

	Number of employees that carpool.
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Solid Waste Assessment
	Business Name:       

	Contact Name:      

	Email:        
	Contact Phone:      

	Waste Hauler:         
	Contact Phone:      


Solid Waste Assessment Instructions
1. If applicable, obtain your waste hauling invoice.  If you lease your space and/or share your dumpsters with other businesses, go to #2.  Write down your trash bin size (measured in gallons or cu-yds), and how many times trash is picked up per week in spaces provided.

2. Perform waste assessments on TWO separate dates:
· Write down the date of the assessment.  Pick days/times where the dumpster is more than half full (day before trash collection).  If you do not have your own dumpster, write N/A and use trash containers around your office to obtain the following information.

· Look in your container. What items do you see?  Estimate, then write down the percentages of the items listed that you see in the trash (i.e. if you do not see any glass items, write ‘0%’).  If you have a lot of one particular item in your trash (i.e., 30% mixed paper), consider setting up recycling programs specific to these items. 

	Container size:

      (gal or yd)
	# Containers:      
	Assessment

Day 1
	Assessment

Day 2

	 # Pick-ups per Week:      
	 Date:      
	 Date:      

	 List the estimated % of each of the  

 items below in your trash container.
	How full is your container?     %
	How full is your container?     %

	 Mixed paper (office, news, magaz.)
	     %
	     %

	 Cardboard and chipboard
	     %
	     %

	 Aluminum and steel cans
	     %
	     %

	 Plastic bottles and containers
	     %
	     %

	 Glass – green, brown and clear
	     %
	     %

	 Food waste
	     %
	     %

	 Other:      
	     %
	     %

	 Other:        
	     %
	     %


Other notes from your assessment:      
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