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ACTION PLAN FOR 
SUSTAINABLE OFFICE 
PRINTING 
A guide to help you lower costs, improve 
management, and increase productivity 
in printing and document management.



Did you know?
The number of companies disclosing 
their corporate social responsibility 
(CSR) performance is increasing. 
In fact, 71 percent of the 4,100 
companies surveyed by KPMG in 2013 
disclosed this information.2 This global 
CSR reporting rate is an increase 
of seven percent from 2011, when 
less than two-thirds (64 percent) of 
the companies surveyed issued CSR 
reports. Out of 250 of the world’s 
largest companies, the CSR reporting 
rate is stable at about 93 percent. 

importance of CSR and point to the 
increasing opportunity for green IT 
solutions to help enterprises meet 
their sustainability goals.

Use this guide to evaluate your organization’s current imaging and printing environment, 
and develop an action plan addressing three areas: 

Optimize infrastructure
imaging and printing network to help reduce printing costs, including energy, waste, and 

 
other resources.

Manage environment

—Streamline document-intensive processes with digital alternatives to 
reduce your organization’s environmental impact.

It’s time to take action

Why now? 
If you haven’t yet been charged with helping to reduce the environmental impact of IT 
in your organization, it’s likely you will be soon. Increased energy costs and heightened 
environmental awareness—by both consumers and competitors—only add to  
the urgency.  

Why care? 
New products and services can substantially reduce the environmental impact of imaging 
and printing while improving your organization’s bottom line. 

Why IT? 

strategic contribution to meeting a company’s sustainability and business goals.  

2 “Survey of Corporate Responsibility Reporting 2013:  
 Executive Summary.” KPMG, 2013.



If you answered yes to one or more questions, you’re in a prime 
position to use this guide.  
 
 While each area may have limited impact individually, collectively they represent a  
 broad opportunity to reduce the environmental impact of printing.

Are documents typically printed on only one side of a sheet of paper?  Y  N

Are individual printers common on desktops?  Y  N

Do devices remain on at night and on weekends?  Y  N

 
the organization? 

 Y  N

 
and scanning? 

 Y  N

 Y  N

Do people tend to print documents and retrieve them later?  Y  N

Do you manage print settings individually for each device?   Y  N

Is the recycling of paper, printer cartridges, and old equipment 
inconsistently managed?

 Y  N

Are devices unmanaged, preventing you from tracking their  
physical location and determining who has access?

 Y  N

Get started

Answer the following questions to get a quick sense of how your company’s current 
imaging and printing environment could be improved.

 



 
 

 

 
  

   

Scope 

precisely as possible. 
  What functions or departments  

  How many people will the  

  Which internal stakeholders will  
you need to engage for insight  
or expertise?

  Who will need to give approvals as  
you develop and implement the   
action plan? 

  What is your time horizon?
  Will you take a phased approach,   

starting with a pilot project at one 

Inventory  
Audit imaging and printing equipment 
based on your project’s scope.  
  Identify each desktop and shared 

printer, copier, scanner, and fax, and 
record the make, model, purchase date, 
capabilities, and service record.

  Where does each device sit and who 
has access? 

  What is the ratio of users to printers 
and other devices? 

  Which devices are networked? 
  Which devices meet eco-label 

EPEAT, EcoLogo, or Blue Angel? 
  Which devices are duplex-enabled?  

This step can be a major undertaking, 
so beginning with a pilot project can be 
a smart way to get started. You can test 
your approach, measure results, and make 
adjustments before applying your plan  
more broadly.

ASSESS THE ORGANIZATION 
If you don’t have insight into your current imaging and printing environment, or your users’ needs, attitudes, 
and behaviors, you can’t fully identify your organization’s opportunities and challenges. That’s why assessment  

 
by looking at key aspects of imaging and printing across your organization.

Did you know?
You can quickly pull inventory 
and usage reports for networked 
printers—as well as non-
networked printers connected 
to PCs on the network—with HP 
Web Jetadmin print management 
software.

HP Web Jetadmin software can 
also save you time with its ability 
to auto-discover new device IP 
addresses, quickly and easily set 

change device network settings 
for initial deployment or after 
installation.

http://hp.com/go/wja


Did you know?
According to independent analysis, 
many enterprises spend, on average, 
about six percent of their annual 
revenues on print and document 
mangement.4

Usage
Assess printing behaviors and the 
decisions that drive them. 

  Do users typically print, copy, scan, 

go, or a combination of all three? 
  How does printing shape your 

example, are workers printing 
documents that are re-entered into 
other systems?

  On average, how many sheets of paper 
do employees use per year? 

  What’s the ratio between printing in 
black only and printing in color? 

  Do you expect an increased need  
for color printing? 

   
being produced from responsibly 
managed forests?

  What is the ratio of single-sided to 
two-sided (duplex) printing?

  Do you enable duplex printing on  
a large scale? 

  Are lost or forgotten print  
jobs common? 

  Can you establish printer settings at 
the network level? 

  Do you use power-management tools 
and software? 

  Do you employ remote monitoring of 
devices across your network?

  How is the disposal of paper, end-of-
life toner cartridges, and hardware 
handled? 

Costs 
Review how much is being spent, where 
it’s being spent, and what level of value  
is being delivered in return.  
  What are the per-page print costs, 

including supplies and support, for 
your organization? 

  What are the energy costs for  
your organization? 

  Do you charge back by department 
usage?  

4 “Enterprise Document Assessment Methodology  
 (EDAM),” ALL Associates Group, February 2015
 For companies employing 500+ employees (averaged 
 across all industries and business sizes).



Did you know?
Print authentication, authorization, 
and secure pull-printing capabilities 
can help protect sensitive information 
and reduce the number of print jobs. 
Such capabilities enable print jobs to 
be stored until the user authenticates 
at the device, thus eliminating 
abandoned jobs that ultimately end 
up being reprinted. These practices 
reduce waste and help to achieve 
environmental goals by cutting  
paper usage. 

Procurement 
Determine how your company procures 
imaging and printing equipment and 
supplies. 
  Do you have preferred vendors for 

imaging and printing equipment? 
  Does procurement factor in total cost 

of ownership (such as energy costs) 

  Are there opportunities or incentives 
to incorporate environmental factors 
in purchase decisions? 

  Does your organization buy post-
consumer recycled paper from a 

Organization 
Determine the broader context for  
your plan.
  Is your action plan supporting a 

larger strategy to save money, boost 
productivity, or meet corporate 
environmental goals? 

  How are goals stated (for example, in 
dollars, hours, energy use, or carbon 
footprint)?

  How is your company improving  
the environmental performance of  
its products and services? Supply 
chain? Operations? 

  Does your company produce an 
annual sustainability or corporate 
responsibility report? 

Attitudes and behaviors
Understand how employees perceive 
and use imaging and printing. 

  What is most valued in your 
environment? Convenience? 
Reliability? Color? 

  Do users print and retrieve jobs  
right away? 

  Do employees demonstrate concern 
about the environmental impact  
of printing? 

  Do you have widespread  
 

and toner cartridges?
 

these questions through conversations, 
meetings with users, and formal surveys. 

Audience  
Identify the individuals you will need 
to engage and those who will need to 
provide approval. 
  Executive management/Line-of-

business managers 
  Employees 
 

  Facilities 
  Procurement 
  Internal environmental  

or CSR leaders 

You’ll know this assessment stage is complete when you have:  

  

  Mapped the organization’s devices within that scope 

  Surveyed attitudes and expectations of users 

  Engaged key constituencies



 
 

 

 
  

   

Did you know?
The HP Carbon Footprint Calculator 
for printing allows head-to-head 
product comparisons of more than 
8,000 devices, including all HP 
printers dating from the mid-1980s 
to current systems, and non-HP 
printers from the last 15 years.

Available free online, the HP Carbon 
Footprint Calculator provides a 
snapshot of printer energy usage 
and associated carbon output, 
paper use, and estimated monetary 
costs based on geographical energy 
assessments. It includes geographic-

If your organization has set business and environmental goals, some decision making has 

hand, you can analyze assessment data to pinpoint where reductions might come from 
and how they could contribute to overall organizational goals. 

If your organization hasn’t set goals, analyzing data gathered in the assessment stage can 
show how much you may be able to lower costs and energy use, and where to focus your 

on the need for a green IT action plan. 

When developing your goals, make them: 

Explicit

Measurable—Quantify the impact you intend to have. 

Actionable—Results should come from a change in behavior. 

Time-based—Give a clear deadline for success. 

• Cut carbon dioxide (CO2

• Reduce energy costs by 30 percent in one year. 

• Recycle 95 percent of print cartridges. 

• Increase duplex printing rates by 20 percent in one year.  

tough choices, and gauge progress. Your goals will also help you sell your plan to internal 

Get started on your goals

printing operations. Use the pilot location you’ve chosen, and calculate the potential 
savings based on your own scenario, by visiting the HP Carbon Footprint Calculator for 
printing at hp.com/go/carbonfootprint.

ANALYZE DATA AND SET GOALS 
This stage establishes a performance baseline for your imaging and printing environment that will help 
you set goals and measure progress.

http://www.hp.com/go/carbonfootprint


After you have inventoried equipment, identify opportunities for improvement,  
such as: 

 

order to save energy and money—an approach that has helped some HP customers 
save more than 40 percent in energy costs from imaging and printing

  Moving to HP multifunction printers, which use less energy and materials compared 
with similar print, fax, and copy standalone products

  Scheduling sleep and wake modes to conserve power 
  Setting automatic duplexing to cut waste and reduce total paper use by up to  

50 percent
  Eliminating costly and wasteful reprints using PIN and pull-printing capabilities that 

employ user authentication methods
  Reducing waste, transport costs, and environmental impact by converting paper-based 

processes into digital formats 
  Minimizing electronic waste by simplifying the management and disposal of assets, 

potentially recovering some value at their end of life
 

You’ll know this analysis stage is complete when you have: 

  Calculated your baseline for energy use

  Compiled and analyzed data to determine your carbon footprint 

  
CO2 emissions that it represents

Did you know?

ENERGY STAR®  
is a joint program of  
the U.S. Environmental 
Protection Agency and 
the U.S. Department 
of Energy that has 
been adopted by many 
countries around the 
world as a recognizable, 
standalone benchmark 

products, including 
imaging and printing.

EPEAT
is an eco-labeling system 
that helps purchasers 
evaluate, compare, 
and select printers, 
multifunction devices, 
and scanners based on 
their environmental 
attributes. For inclusion 
in the EPEAT registry, 
electronic product 
manufacturers must meet 
33 environmental criteria.

Blue Angel
Blue Angel is a German 
environmental label 
awarded to HP printing 
systems for meeting more 
than 100 strict criteria. 
Introduced in 1978, Blue 
Angel is the oldest eco 
label in the world.

EcoLogo

for products that meet 
multi-attribute, life 
cycle-based sustainability 

products have undergone 

exhaustive auditing, or 
both to prove compliance 
with stringent third-
party environmental 
performance standards. 



 
 

 

 
  

   

to make your action plan more manageable is by structuring your approach using the 
following three-part framework:

• Optimize infrastructure—Create a standardized imaging and printing environment to 
reduce the costs of energy, waste, and disposal. 

• Manage environment—Ensure dependable operation of your imaging and printing 

• —Accelerate business processes using digital alternatives to paper 
to reduce your organization’s environmental impact while achieving above-the-line 

 

While these steps are not necessarily dependent on each other, moving through them 

APPLY FRAMEWORK TO IDENTIFY
OPPORTUNITIES 

Did you know?
All HP print cartridges returned 
through the HP Planet Partners 
program, which is available in more 
than 50 countries and territories, are 
recycled to recover raw materials or 

Optimize 
infrastructure 

Manage  
environment 

Improve 
workflow 

Opportunity Put the right devices in the right 
places and increase security and 
mobility 

Manage, track, and simplify your 
imaging and printing environment 

Digitize and streamline paper-
intensive business processes 

Benefits Increase your efficiency and 
satisfaction while reducing the 
visible and hidden costs of 
imaging and printing 

Enable IT staff, help desk, and  
end users to work more effectively 

Accelerate business results and 
increase operational effectiveness 

Results • Right-size your device fleet 
• Standardize on fewer models 
• Increase network and fleet 

security 
• Simplify print driver 

management 
• Enforce standards and print 

policies 
• Maximize investments in 

existing devices and extend 
capabilities 

• Gain visibility into usage patterns 
and total printing costs 

• Help free up IT to focus on strategic 
projects 

• Reduce helpdesk time through 
proactive alerts 

• Proactively maintain an optimized 
infrastructure 

• Improve accountability through 
access control solutions 

• Identify digital processes that 
generate the greatest return on 
investment (ROI) 

• Accelerate processes 
• Minimize exception handling and 

human error 
• Reduce warehousing costs 
• Simplify information access 
• Edit and customize documents 

online and enable reliable delivery 
• Get help from HP industry experts 



 
 

 

 
  

  

ESTABLISH GREEN PROCUREMENT
GUIDELINES 
As part of your action plan, engage your procurement organization. Working together to develop and 
implement green procurement criteria will help reinforce your organization’s commitment to a more 
environmentally sustainable IT environment.

Your policy should:

• Be fair and equitable. How much you weight environmental criteria is up to you, but it 
should be applied equally to all decisions. 

• Prioritize decisions in alignment with your organization’s goals. They should address the 
areas of greatest concern. 

• Be transparent. Suppliers need to know what’s expected of them. 

•  

Procurement questions 
   

as ENERGY STAR, EPEAT, EcoLogo, or Blue Angel? 
  Printing standards
  Materials—How much material is used in manufacturing the product? Are the 

materials environmentally sensitive? 
  Packaging—How much material and energy are used in transport? What is the 

environmental impact of the packaging? (Is packaging easily recyclable?) 
  Asset recovery—Can the product or components be reclaimed at end of useful life? 
  Recycling  

Do you know what the supplier does with the printing device once it’s taken back?
  Security—Is sensitive or personal information that is stored on devices erased prior  

to reuse or recycling? 
  Supply chain—Does the supplier work with its own vendors on environmental concerns?
  Supplier commitment—Does the supplier have a written environmental policy in 

place? Is it used to measure and report on the supplier’s performance? 

5 FSC trademark license code FSC-C017543.

http://www8.hp.com/h20195/v2/GetDocument.aspx?docname=c03844101


Asset recovery: Manage the IT lifecycle

challenge: what to do with older equipment. Disposing of obsolete or surplus technology 
comes with a range of environmental considerations, including: 

• Devices contain valuable materials. Recycling can help reduce waste, conserve 
resources, and capture value for the organization. 

• Electronic waste may contain harmful elements. Such materials pose health risks and 
should be managed accordingly. 

• Environmental regulations may become more numerous and stringent. Many states are 
considering legislation to regulate disposal of electronics.  

A well-managed asset recovery program will return asset value to your organization, 
establish your company’s reputation for environmental responsibility, as well as help you 
reduce costs and manage risk. If you are considering an asset recovery program, consider 
the following best practices:

• Choose partners with strict environmental guidelines. Ask questions about the recycling 
process to ensure items are being handled in a responsible and ethical manner. 

• Research your suppliers’ privacy policy. Data security is critical for many organizations, 
and they want assurance that business, customer, and constituent data remain private.

• Select vendors with a reputation for integrity.

• Ask about programs that help extend the lifecycle of technology by refurbishing 
returned equipment for resale as pre-owned equipment. 

6 Credits subject to value of returned equipment.



 
 

 

 
  

   

launching or transforming companies anywhere in the world.8

Organize your action plan into four categories. 

Purpose 
Provide an overview of issues facing your current printing environment up front, including 
the number and location of devices, users per device, estimated energy cost, and the 

environmental drivers, major challenges and opportunities, and questions. 

Elements
Include scope, goals (qualitative and quantitative—with a timeline to accomplish them), 
resources and budget, metrics, contingencies, and assumptions. 

Recommended approach 
Identify focus areas and prioritize tactics based on impact, investment, complexity,  
and ability to leverage results. (For example, some focus areas include immediate wins, 
short-term priorities, and pilot projects.)

Management of change and communication 
Include audiences, messages, media channels, and tools. 

When developing your action plan, it’s important to use a format your organization prefers. 
Some rely on presentations, others on spreadsheets and reports. Consider the length 
appropriate for each audience. You may need to develop a short executive summary as well  
as a detailed action plan.

You’ll know this development stage is complete when you have: 

  A realistic, actionable, and measurable outline of the strategies and tactics you’ll use 
to help meet your goals

DEVELOP YOUR ACTION PLAN
Up to this point, you’ve been gathering information, identifying challenges and opportunities, and setting 
priorities and goals. Now it’s time to bring it all together into a plan of action.

Did you know?
According to global research 

document services market is 
forecasted to grow worldwide from 
$13,889.1 million USD in 2013 to 
$20,812.1 million USD in 2018,  
while the mobile printing market  
is expected to grow worldwide by  
12.9 percent (CAGR).7 

7 Holly Muscolino, “Worldwide and U.S. Managed  
 Print and Document Services and Basic Print Services  
 2014–2018 Forecast Update: Segmentation by Region,”  
 IDC, December 2014, #252687.

8 Conference Board, “Navigating the Sustainability 
 Transformation,” January 2015.



 
 

 

 
  

   

Key audiences to target include the following: 

• C-level executives need to know the costs associated with green IT changes, the 
business impact, and projected return on investment.

• Your IT organization has to be aware of how the team members’ roles will change, what 
the new expectations will be, and what’s in it for them.

• Employees need to understand what’s going to change, how it directly impacts them, 

develop and implement your plan.

• Green leaders and organizations should be aware of your plan and goals in order to 

• Facilities managers need to understand how your plan will impact their role and how 
they stand to gain.

• Procurement can help drive the plan by incorporating green IT criteria into the purchase 
decision-making process.  

It’s helpful to anticipate questions or objections and frame your responses as 

focus on their objections, unable to consider the advantages you are presenting. Use the 
following template to lay the groundwork for your communications. 

Create internal communications

Draw on the expertise of your organization’s internal communications team to create a 
communications plan that supports your sustainability initiatives. This team has expertise 
and an understanding of the communications channels that can increase your success.

GAIN ORGANIZATIONAL COMMITMENT
From the outset, it’s critical to earn the support of internal stakeholders. If you don’t build awareness and 
secure buy-in from all audiences, your plan may be at risk of falling short when it’s rolled out.

 

 



You’ll know this organizational commitment stage is complete when 
you have:

  Worked through the approach you will take with each audience

  Secured buy-in and endorsement as needed

  Have necessary approval and resources to proceed 

blanks with what your executives need to know, as shown in the 
following example.

Position the change with organizational 
communications

needs of each audience you need to engage.

For

Who want/need to

These changes:  

1.  ____________________________________________________

2.  ____________________________________________________

3.  ____________________________________________________

 

1.  ____________________________________________________

2.  ____________________________________________________

3.  ____________________________________________________ Example

For company executives and senior management

Who want to  

These changes:  

1.  
to shared multifunction devices 

2. Centralize management of imaging  
and printing devices 

3. Set print defaults and automate processes  
to reduce waste 

 

1. Cut energy use by 10 percent 

2. Save $50,000 USD per year on  
energy costs 

3. Increase uptime by 25 percent 

4. Reduce paper use by 10 percent, saving  
$70,000 USD per year



Why is this important? When people understand the reasons behind the change and 

Balance the triple bottom line

planet. Sharing this concept can be valuable, helping you achieve the following: 

• 
of their personal printers, by helping them understand the environmental and  

• Motivate environmentally responsible behaviors by helping people feel good about the 
results they have a hand in creating. 

MANAGE THE CHANGE 
As you put your plan into action, it’s vital to share ongoing progress and success. A change-management 
strategy can help as you deliver additional instructions, address questions, and regulate the impact of 
changes across the organization. 

Planet
Conserve resources

Increase recycling

Decrease carbon emissions

Optimize resources

Reduce costs and increase value

Decrease risk

Improve productivity

Share your positive  
corporate sustainability story

Provide a positive corporate  
sustainability story

Feel good about working  
responsibly

People

Keep it simple

Ensure reliability 

Meet all needs and some wants

Eliminate opposition to change

http://h20621.www2.hp.com/video-gallery/us/en/products/61D07A2B-7F15-4614-906F-CF85F3446847/r/video/


Manage the change

As you implement your plan across the organization, focus on the following: 

• Setting expectations—and resetting them, as necessary 

• 

• Outlining what people are expected to do 

• Positioning changes, which may be perceived negatively, as environmental or  

• Motivating adoption 

• Soliciting feedback and addressing questions and concerns 

• Engaging green champions 

• Creating campaigns to build awareness, recognize success, and drive adoption 

• Developing contests or demo days focused on learning about new devices and 

• 
 

Calculators

• To calculate printer energy consumption and associated carbon output, visit the  
HP Carbon Footprint Calculator. 

• For additional calculations that turn emissions data (such as carbon dioxide or carbon 
dioxide equivalent) into common equivalent measures (such as homes powered for a 
year or gallons of gas consumed), consult the U.S. Environmental Protection Agency’s 
greenhouse gas equivalencies calculator. 

You’ll know this change management stage is complete  
when you have: 

  Ongoing and productive dialogue with audiences about the changes 

  Widespread adoption of desired behaviors

  

http://www.hp.com/large/ipg/ecological-printing-solutions/carbon-footprint-calc.html
http://www.epa.gov/cleanenergy/energy-resources/calculator.html


 
 

 

 
  

   

External stakeholders, nongovernmental organizations, and customers may also monitor 
progress and push for change. As employees see progress, interest will grow, sparking 
more ideas and greater commitment. 

success builds excitement internally and showcases your environmental leadership with 
customers and shareholders.

the following best practices: 
  Regularly measure results against your baseline. Don’t hesitate to make changes 

based on what’s working and what’s been slow to show results. 
  Identify new opportunities for improvements and advancements. No matter how 

well you assess your organization, you won’t be able to spot all opportunities. As your 
plan unfolds, look for new ideas to explore and act on. 

  Seek out and address all feedback. Establish an open forum for discussion of the 
changes and new ideas. Users have a great perspective on how things can be improved. 
Consider using online feedback forms, surveys, or brown bag lunches as tactics. 

   It’s unlikely that all aspects of your action plan 
will work as anticipated. Look for unexpected outcomes, listen for new ideas, and don’t 
be afraid to make adjustments. Be sure any changes map to your goals, follow your 
plan’s framework, and are communicated appropriately. 

  Celebrate successes early and often. People want to know that the changes they’ve 
made are working. Celebrating early wins gives your plan credibility, builds interest, 
shows progress, and motivates continued adoption of even larger, more strategic 
environmental initiatives. 

  Identify opportunities to support corporate social responsibility (CSR) reporting. 
CSR reports are becoming common as companies look to tell their story and satisfy 

achieved as a result of your sustainable IT practices. And, of course, work with a vendor, 
like HP, that will track information you can use in your reporting.

You’ll know this measurement and revision stage is complete when 
you have: 

  
action plan regularly.  

MEASURE, ANALYZE, AND REPORT
You’ve implemented your plan, managed the changes across your organization, and are seeing results.  
End of story? In a word, no.




