Paper Product Consumption Survey

Office/department:

Job Title:

Name:

Email:

1) How many faculty and staff work in your office/department?  How many work study students?

__________ faculty/staff

__________ work study students

Please choose whichever is easiest to answer for numbers 2 and 3, or feel free to do both. Give the best estimate you can if there are no records you can reference. 

2) How much of each paper product did your office use in fiscal year 2007?  If no records are available, please skip to question 3.


Printer/copier paper (8.5 x 11 in): __________ cases

Legal size paper (8.5 x 14 in): __________ cases

Ledger size paper (11 x 17 in): __________ cases

Envelopes: __________ boxes of __________ envelopes each


Materials printed off campus (such as brochures or posters; please specify unit of 

measurement): ____________________


Tissues: __________ boxes


Other paper products (please specify product and, when possible, amount and unit 

of measurement):

3) How much of each paper product does your office use in an average month?  
Printer/copier paper (8.5 x 11 in): __________ cases

Legal size paper (8.5 x 14 in): __________ cases

Ledger size paper (11 x 17 in): __________ cases

Envelopes: __________ boxes of __________ envelopes each


Materials printed off campus (such as brochures or posters; please specify unit of 

measurement): ____________________


Tissues: __________ boxes


Other paper products (please specify product and, when possible, amount and unit 

of measurement):

4) Please estimate what percentage of paper waste is recycled in your office versus thrown away in the trash.

__________% recycled



__________% thrown away in trash

For the paper waste that is thrown away in the trash, is there any reason that these items cannot be recycled?  Please explain.

5) Is your paper use consistent throughout the year, or are there periods of fluctuation? Please specify and explain.

6) Does your office have a lot of incoming mail, forms or other paper products? If so, please estimate how much this contributes to your total paper waste in terms of a percentage.

__________% of paper waste is from incoming mail


What are the main types of incoming mail?

7) Does your office have a lot of outgoing mail, forms or other paper products? If so, please estimate how much of your total paper products leave your office in terms of a percentage.

__________% of paper leaves office as outgoing mail


What are the main types of outgoing mail?

8) Please estimate how much of your paper products stay within your office and how much are sent out in terms of percentages.

__________% stay within office



__________% are sent out

9) Please estimate the percentage of paper that is used for each of the following:



__________% Flyers/posters



__________% In-office use


__________% On campus mail 


__________% Off campus mail


__________% Public/student use (e.g. in the library)

__________% Other (please list the most important “other” uses below):

10) How many printing machines (printers, copiers, etc.) are there in your office?  How many are capable of printing double-sided?  How many are set up to print double-sided as the default setting?



__________ machines



__________ capable of printing double-sided



__________ set up to print double-sided as default

11) Please indicate whether or not your office uses each of the following products (yes or no) and whether products containing recycled content are used (yes, no, sometimes, or don't know).

     Used?
 Recycled content?


__________          __________          Notepad paper/stationary


__________          __________          Note cards (such as thank you cards)


__________          __________          Postcards/other cards


__________          __________          Cardboard


__________          __________          Paper plates/bowls


__________          __________          Paper cups


__________          __________          Napkins


__________          __________          Paper towels (not including paper towels in 





    bathrooms provided by Physical Plant)

Thank you!

