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AGENCY OVERVIEW 

 

Agency Name: _____________Illinois Office of Employee Services________________ 

Liaison First Name: ______________________________________________________ 

Liaison Last Name: ______________________________________________________ 

Liaison Title: ___________________________________________________________ 

Phone: ___________________________________ 

Email: ___________________________________ 

Password: ________________________________ 

 

Sustainability Committee Members: 
______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

The mission of this agency is to: 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

The agency employs ______15______ people. 

 

List major locations below: 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

 

We occupy approximately ____2,200____ square feet of space. 

 



MODEL SUSTAINABILITY PLAN 

 

 

Area of Operations: Office Operations 

 

Goal: Reduce paper and other solid waste. 

 

Objective: Reduce paper consumption by 10% by 2010. 

Measure: Reams of paper purchased. 

Strategies: 

• Print or copy 2-sided whenever possible. 

• Reduce mailings by 50% by 2010 by utilizing email and website more 

efficiently. 

• Reduce printing of e-mail; train employees to save electronically. 

• Continue to monitor paper consumption by quantify and type. 

• Review routine activities for possibilities to reduce or eliminate waste 

each year. 

• Consider adding plastic bottles to recycling program. 

• Have staff bring own plate, cup and utensils to office gatherings. 

 

Goal: Improve workplace environment. 

 

Objective: Reduce all employees’ exposure to indoor air pollutants. 

Measure: Number of indoor air quality improvements implemented. 

Strategies: 

• Locate copy/printing machines away from work areas. 

• Work with landlord to pilot use of green cleaning supplies and integrated 

pest management services. 

• Develop “green” lease clauses through Central Management Services. 

• Avoid purchase of products with fragrances. 

 

Goal: Increase energy efficiency. 

 

Objective: Reduce energy use below 2007 levels. 

Measure: Energy use tracked and reported by building owner/manager. 

Strategies: 

• Establish equipment turn-off policy. 

• Prior to renewal of building lease, review landlord’s energy efficiency 

plan and suggest that an energy audit be performed by the state’s energy 

or environmental office. 

• Encourage employees to eliminate use of space heaters. 

• Research utilizing flat screen monitors. 

 

 



Area of Operations: Purchasing of Goods and Services 

 

Goal: Expand green purchasing. 

 

Objective: For copy/printing paper, change to 30% post-consumer content; 

complete process by FY09. 

Measure: Post-consumer content of all paper purchased in 2008. 

Strategy: 

• Establish green purchasing criteria and review all major purchases for 

compliance. 

 

Objective: More than 50% of all purchased materials will be non-toxic, recycled 

and re-manufactured materials by FY12. 

Measure: Annual inventory of all purchased materials. 

Strategy: 

• Establish green purchasing criteria and review all major purchases for 

compliance. 

 

 

Area of Operations: Transportation 

 

Goal: Reduce unnecessary driving. 

 

Objective: Reduce vehicular mileage by 5% by 2009. 

Measure: Vehicle miles traveled in 2008. 

Strategies: 

• Establish baseline measures by executing plan to track miles driven in 

motor pool, rental and privately owned vehicles for business, starting July 

1, 2008. 

• Find meeting locations requiring the least amount travel for a majority of 

the attendees. 

• Encourage carpooling to business meetings. 

• Promote the use of trains and buses. 

• Schedule remote meetings on the same day, where possible. 

• Increase use of teleconferencing for meetings. 

 



 

Area of Operations: Employee Education and Communication 

 

Goal: Increase employee education and awareness. 

 

Objective: Double current number of employee sustainability projects by 2009. 

Measure: Number of active employee sustainability projects. 

Strategies: 

• Regularly communicate with and educate employees about sustainable 

practices. 

• Educate all employees about the sustainability plan by end of 2008; 

provide an electronic copy to all new employees. 

• Develop and disseminate to employees a “top ten” sustainability list. 

• Post sustainability reminders in strategic locations; change frequently to 

keep messages fresh; post articles and tips on Intranet; post general 

information in the conference room. 

• Include sustainability as a topic at weekly staff meetings, allowing time 

for contributions, questions and answers. 

• Use e-mail to distribute information and solicit ideas from employees. 

 

 

 

TRACKING AND REPORTING 

 

Our agency will report annually to the Green Governments Coordinating Council on its 

progress in implementing the sustainability plan.  The first annual report will provide 

baseline performance measurements and goals. 

 

The sustainability plan will be reviewed, revised, and updated, as needed.  Continuous 

improvement and progress will be made through communication and education of 

employees.  New measures and ideas will be incorporated into subsequent plans. 

 

 


