Environmental Management Work Instruction
	Document Name/ID: BUILDING USE AND OPERATIONS (EM.WS.1003)
	Date: 09/19/05

	
	Approved by: EMS TEAM

	THROUGH OUR COMMITMENT TO COMPLIANCE ASSURANCE AND POLLUTION PREVENTION WE WILL:

	Comply with all applicable laws, regulations and executive orders; 

Safeguard the community and the natural environment; and

Maintain a safe and healthful workplace.

	NCCOS

	Administration

X
	Facilities

X
	Science

X
	IT

X
	Vehicles
	Vessels
	Other

X All Contractors

	PERSONAL PROTECTIVE EQUIPMENT

	Eye Protection
	Gloves
	Hearing Protection
	Face Mask
	Safety Shoes
	Hard Hat
	Other

	Operating Requirements:  CAP 3.1, 6.4, 10.2

	WORK INSTRUCTIONS 


Energy efficient management and conservation are government requirements
OFFICE OPERATIONS

Conserve natural resources and minimize our operating costs by following these guidelines:

· Turn off office lights when not is use.

· Maintain thermostat at 68(F (recommended) during the winter and 72(F (recommended) during the summer unless mission activities dictate otherwise.

· Turn off faucets (plumbing) when not in use; report leaks to Facility Maintenance Staff.

· Choose paper reduction strategies when performing tasks - encourage the use of e-mail, direct computer faxing and double-sided printing.

EQUIPMENT 
Conserve natural resources, minimize our operating costs and help to maintain equipment by following these guidelines:

· Energy Star computers and monitors save energy only when the energy management features are activated - do not deactivate this feature.

· Screen savers do not save energy - automatic switching to sleep mode or turning monitors off is always a better energy saving strategy. 

· Turn off equipment (or use sleep mode) when not is use.

· When copies are required, copy in batches, i.e. schedule copier projects in batches so that the printer spends less time in high-power mode.

· Follow maintenance practices to prolong the use of copies, computers and other equipment.

· Maintenance schedules must be followed to ensure all critical equipment remains functional. 

· Insist on energy and resource efficiency when specifying the need for new equipment.

· Ensure printers and copiers are designed to use paper with a post consumer fiber of not less than 30%.

SUPPLIES (WASTE REDUCTION TIPS)
Conserve natural resources and minimize our operating costs by follow these guides for waste reduction:

· Make double sided copies, when possible.

· Make scratch pads from used paper.

· Reuse envelopes and use two-way envelopes.

· Use electronic mail for memos and in-house communications. 

· Eliminate unnecessary reports.

· Reuse manila folders and envelopes.

· Save documents on disks instead of making hard copies.

· Proof documents on the computer screen before printing.

· Keep printer/copy cartridge boxes – may be used for sending empty cartridge back to supplier.

· Use only paper with a post consumer fiber content of not less than 30% (recommended).

ATTACHMENTS OR REFERENCE DOCUMENTS: None
RECORDS: None 


For environmental coordinator contact: 

     NCCOS - Silver Spring, MD; HQ, CCMA, CSCOR; Bernie Gottholm # 301-713-3028 ext.168


      - Beaufort, NC; Kasitsna Bay, AK; Sabrina Pittillo # 252-728-8718


      - Charleston, SC - CCEHBR and HML; Rick Meitzler # 843-762-8842/ Raluca Semeniuc # 


843-762-8870


      - Oxford, MD; Oxford Lab; Jay Lewis # 410-226-5193
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