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PROJECT NAME: The Paper Project 
 

PROJECT FOCUS: Paper reduction, reuse, and recyclin g 
 

INTRODUCTION: In 2009, the City of Chicago, Department of Environment 
commissioned a Waste Diversion and Characterization Study.  These studies 
aimed to find out two main things:  1.) What do Chicagoans throw in the trash? 
and 2.) How much of this waste could be disposed of in a different way (e.g., 
recycling, composting, etc.)?   
 

To find the answers to these questions, 500 samples of residential trash were 
sorted into 81 different categories – it was basically a really big waste audit, like 
those completed by C3 Clubs in their first year.  The findings from the audit were 
astounding.  More than 29.5% of the waste Chicagoans send to landfills is paper.   
Not only does this indicate that Chicago uses a LOT of paper, it also shows that 
we all need to step up efforts to reduce, reuse, and recycle more of it. 
 

Chicagoans aren’t alone in our paper waste and inappropriate disposal.  Every 
year, Americans throw away enough office and writing paper to build a wall 12 
feet high, stretching from Los Angeles to New York City.  That is a LOT of paper!  
According to the study referenced above, schools produce a higher than average 
percentage of that paper. 40.5% of the waste from government buildings and 
schools is paper.  CPS alone uses enough paper per year to make 8 stacks the 
height of the Sears-Willis Tower.  Considering that recycling 100 pounds of paper 
(a stack about 12.5 feet tall) saves 1 tree, 0.15 metric tons greenhouse gases, 
and 350 gallons of water, paper recycling can certainly have a broad range of 
positive environmental impacts. 
 

Recycling is very important, but remember that reduction and reuse are even 
better options.  For example, according to the EPA’s Waste Reduction Model 
(WARM), reducing your paper use reduces greenhouse gas emissions by more 
than three times as recycling it. 
  

Students participating in this project will work with their fellow students, school 
administration, and janitorial staff to address the environmental problem of paper 
waste.  You will attack this problem through both source reduction and recycling.  
You will take an inventory of how paper is used in the school, then strategically 
try to eliminate some of those uses.  You will also make sure that your school’s 
paper recycling program is being appropriately implemented and eliminate as 
many obstacles as you can.  Towards the end of the school year, you will also 
involve community members in local recycling efforts and help them gain a better 
understanding of waste reduction tactics. 
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MATERIALS:  
General C3 Club Action Project supplies :  
·  4 packs of low-odor markers 
·  1 ream of 100% recycled paper (8.5” x 11”) 
·  10 recycled-paper poster boards 
·  2 rolls of tape 
·  C3 Club Network Supplies (distributed at Kickoff Meeting on 9/8 or 9/9) 
 

Project-specific materials (provided):  
For Phase I: 
·  Blender 
·  Window screens (3) 
·  Plastic washtubs (3) 
·  Glue 
·  Dried flower petals and other artistic media 
·  Sponges 
 

For Phase II: 
·  Industrial stapler 
·  96-gallon recycling toter 
·  All-purpose cleaner 
·  Sponges (from Phase I) 
·  Gloves 
 

For Phase III: 
·  In-home recycling bags 
·  Print materials re: recycling in Chicago 
 

Materials for teacher to provide : 
·  Recyclable paper 
·  Old towels or sheets 
·  Clipboards/pencils 
·  Additional art supplies 
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OBJECTIVES: 
1. Trace the life cycle of paper from the use of virgin resources through the 

recycling process.  
2. Conduct an inventory of paper uses in the school and an inventory of 

waste receptacles in the school. 
3. Reduce paper usage and waste with educational campaigns and new 

initiatives in the school. 
4. Encourage paper recycling by improving upon your existing program. 
5. Host a community event to teach parents and neighbors paper reduction 

and recycling habits for the home. 
6. Build support at your school for ongoing efforts to reduce paper waste. 
 
PERFORMANCE MEASURES: 
The success of your project will be tracked with several performance 
measures. These measures are designed so that you will have quantitative 
successes to report at the end of your project. Part of Phase I: (“Learn”) is 
to audit the current status of these measures at your school, then to set 
goals to accomplish by the end of the year. In Phase IV (“Thinking Back & 
Looking Ahead”), you will re-assess the situation to track the difference that 
your project has made. 
 

 Performance Measure 

Current 
Amount 
(measure 

during 
Phase I) 

End-of-
the-Year 

Goals 
(set during 
Phase I) 

Final 
Amounts 
(measure 

during 
Phase IV) 

1 Number of students actively involved in your C3 Club    

2 Reams of paper used in one week    

3 Volume of paper recycled per week (cubic yards)    

4 Number of recycling receptacles being used 
appropriately    

5 Number of recycled paper bookmarks distributed    

6 Number of reused paper notebooks distributed    

7 Number of in-home recycling bags distributed    

8 Number of participants in educational activities    

9 Number of pledge forms collected    
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�  MILESTONE #1: Explore  the paper life cycle through videos and by 
making homemade recycled paper. 
 

�  MILESTONE #2: Discuss goals for this project, particularly as they 
relate to your school.  Solicit input and ideas. 
 

�  MILESTONE #3: Interview  office personnel to find out how paper is 
purchased and used for the REDUCE/REUSE Inventory. 
 

�  MILESTONE #4: Inventory  the trash and recycling bins in every room 
in the school, tracking their presence and use for the RECYCLE 
Inventory . 
 

�  MILESTONE #5:  Report your findings to administration and the 
janitorial staff, and secure their approval to move forward with 
reducing, reusing, and recycling paper at the school. 
 

�  MILESTONE #6: Fill out the performance measures  for “Current 
Amount” and set “End-of-the-Year Goals.” 
 

�  MILESTONE #7: Complete Online Report: Due December 10. 

PROJECT TIMELINE, MILESTONES, AND REPORTING: 

This timeline is designed to give you milestones to guide you in your project 
development, implementation, and evaluation. At the end of each project 
phase, you will submit an online report (4 total reports), where you will sign 
off on having completed each of the milestones below. Remember that this 
timeline is just a starting point to plan your project, which you will tailor to 
address the needs of your individual school community.  Please note that if 
you have extra time as you work on your project, we encourage you to 
work ahead on future project milestones.  
 
To fill out your online report, sign in to the “C3 Teachers” section of the blog 
at www.chicagoconservationcorps.org. Please be sure to submit your report on 
time, even if you have not yet completed all of the milestones. Remember 
that teacher stipend checks are contingent on the timely completion of 
reports. Due dates are listed for each phase. 
 

Phase I: Learn  

October 12 – December 10 
Online Report Due: Friday, December 10 
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Phase I Procedures 
�  Read through the steps outlined for Phase I, and co ntact C3 with any 

questions.  Please note: These milestones can be ad apted so that they most 
effectively meet the needs of your individual schoo l community; however, 
please communicate any major changes to C3 staff ea rly on in the process.  
 

MILESTONE #1: Explore the paper life cycle through videos and by making 
homemade recycled paper.   
�  Use the Secret Life of Paper DVD and the videos suggested in the Appendix to 

explore paper making.  You might also encourage your students to do a bit of 
independent research and make their own diagram or explanation. 

�  Make recycled paper following the guide found in the Appendix. 
 

MILESTONE #2: Discuss goals for this project, parti cularly as they relate to your 
school.  Solicit input and ideas.  
�  This project has two primary goals: to reduce the amount of paper waste created 

through source reduction and reuse, and to recycle paper that no longer has a use.  
What can you do to promote these goals? 

 
MILESTONE #3: Interview office personnel to find ou t how paper is purchased 
and used. 
�  Determine who might be involved in this process, remembering that it might be 

multiple people.   
�  Use the REDUCE/REUSE Inventory as a guide in your questioning.  You might give 

them a copy of that handout to help them prepare for your interview, or design 
something else.  Try to think up your own questions, too.  
 

MILESTONE #4: Inventory the trash and recycling bin s in every room in the 
school, tracking their presence and use for the REC YCLE Inventory.   
�  Break your Club into teams.  Make sure they know how to use the RECYCLE 

Inventory worksheet to help them in this process. 
�  Look at the “Take Back the Bins” guide in the Appendix. 

 
MILESTONE #6: Fill out the performance measures for  the “Current Amount” and 
set “End-of-the-Year Goals.” 
�  Consider the findings from your inventories in this process.   

 
MILESTONE #7: Complete online report for Phase I, d ue Friday, December 10. 
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�  MILESTONE #8:  Plan to “Take Back the Bins,” educate students and 
administration, and facilitate recycling in the school (with the help of the 
janitorial staff). 

 
�  MILESTONE #9:  Purchase or make  the necessary trash cans and 

recycling bins.  Collect and clean the recycling bins that are being used 
improperly. 

 
�  MILESTONE #10:  Re-educate  students and teachers on proper 

recycling procedures in the school.  Redistribute the bins. 
 
�  MILESTONE #11:  Monitor and support  the recycling program.  

Collect data on paper recycling using the toters and the Tracking 
Sheet. 
 

�  MILESTONE #12:  Create a workplan  to address paper reduction and 
reuse in the school using the RETHINK Worksheet .  
 

�  MILESTONE #13:  Implement  ideas from the RETHINK Worksheet.  
 
�  MILESTONE #14: Complete Online Report: Due March 4. 

Phase II: Act  

December 13 – March 4 
Online Report Due: Friday, March 4 

 
Phase II Procedures 

�  Read through the steps outlined for Phase II, and c ontact C3 with any 
questions.   Please note: These milestones can be adapted so tha t they most 
effectively meet the needs of your individual schoo l community; however, 
please communicate any major changes to C3 staff ea rly on in the process. 
 

�  Obtain administrative approvals as needed.  It may be necessary to obtain 
administrative approval for the activities listed under Milestones #8-12.   Speak with 
the appropriate school officials to make sure that these activities are permitted.   
 

MILESTONE #8: Plan to “Take Back the Bins,” educate  students and 
administration, and facilitate recycling in the sch ool (with the help of the janitorial 
staff).  (2 meetings) 
�  The guide in the Appendix offers great suggestions for this part of the project.   
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MILESTONE #9: Purchase or make the necessary trash cans and recycling bins.  
Collect and clean the recycling bins that are being  used improperly.  (1 meeting + 
some out-of-meeting time) 
�  Use your RECYCLE Inventory to help you determine how many bins you need. 
�  You might use your Staples gift cards from your school’s recycling efforts to 

purchase these trash cans and bins.  You might also sponsor a fundraiser or find a 
group willing to make a donation to the school.  www.donorschoose.org might be 
another useful endeavor. 

�  Once you have the appropriate waste receptacles for all areas, you’ll want to clean 
any recycling bins that had been used improperly.  C3 has provided all-purpose 
cleaner, sponges, and gloves to help you.  You might also find your wash tubs useful 
for this step.  Get permission from the janitorial staff to use an industrial sink and 
faucet if possible.  Be sure to take this step very shortly before you implement 
Milestone #10 – you don’t want classrooms to be without waste receptacles for long! 

 
MILESTONE #10: Re-educate students and teachers on proper recycling 
procedures in the school.  Redistribute the bins.  (2 meetings + some out-of-
meeting time) 
�  Plan an educational activity like an all-school announcement, classroom visits, or an 

assembly.  After everyone is aware of appropriate behavior, redistribute the bins and 
other receptacles. 

 
MILESTONE #11: Monitor and support the recycling pr ogram.  Collect data on 
paper recycling using the toters and the Tracking S heet.  (1 meeting to start, then 
ongoing) 
�  Contact Kristen before Winter Break to set up a time to have your 96-gallon toter 

delivered.  
�  Work with the janitorial staff to support the recycling program.  Make sure he/she is 

aware of the availability of this toter, and offer C3 Club services as appropriate. 
�  Continue monitoring classroom behavior and educate people as needed.  Many 

schools use a “ticketing” method for classrooms that recycle improperly. 
�  Track the volume of paper being recycled using the worksheet in the Appendix. 
 
MILESTONE #12:  Create a workplan to address paper reduction and re use in the 
school using the RETHINK Worksheet.  (1 meeting) 
�  To this point, your Club has focused mostly on recycling.  Remember that reducing 

and reusing paper are better for the environment, though!  If you have time (or if 
you’re able to split your Club into subcommittees), try to think of some solutions for 
your school.  Your REDUCE/REUSE Inventory in conjunction with the RETHINK 
Worksheet might help you in your planning.  You can also refer to the ideas from the 
Department of Environment in the Appendix. 

 
MILESTONE #13:  Implement ideas from the RETHINK Worksheet.  (2 mee tings, 
depending on available time) 
�  Be sure to engage as many people as possible in this process.   
 
MILESTONE #14: Complete online report for Phase II,  due Friday, March 4.   
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�  MILESTONE #15: Plan Paper Awareness community outreach 
efforts.  

 
�  MILESTONE #16: Prepare presentation materials  including C3 Club 

discoveries and successes to share with the public. 
 
�  MILESTONE #17: Design pledges  specifying actions you’d like 

people to take.   
 
�  MILESTONE #18: Make giveaway items like recycled paper 

bookmarks or scrap notebooks.   
 

�  MILESTONE #19:  Determine logistical details for efforts (e.g., 
administrative permission, location, additional advertising, supplies, 
volunteers, assigning Club responsibilities, etc.).  

 
�  MILESTONE #20:  Implement your Paper Awareness Community 

Outreach.  Collect pledge forms from all participants.  
 

�  MILESTONE #21: Calculate impacts based on pledge forms 
collected. 

 
�  MILESTONE #22:  Complete Online Report: Due Friday April 29. 

Phase III: Make a Difference  

March 8 - April 29 
Online Report Due: Friday, April 29 

 
Phase III Procedures 
�  Read through the steps outlined for Phase III, and contact C3 with any 

questions.   Please note: These milestones can be adapted so tha t they most 
effectively meet the needs of your individual schoo l community; however, 
please communicate any major changes to C3 staff ea rly on in the process. 

 
MILESTONE #15: Plan Paper Awareness community outre ach efforts.  
�  Determine your audience – who makes up your community?  Neighbors?  Parents?  

A nearby organization or business? 
�  Determine your main topics for these efforts.  Some potential ideas include: 

o Making people aware of the Blue Cart program and Recycling Drop-Off 
Centers (using the bags as an outreach tool). 
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o Starting a paper drive through Paper Retriever, FutureMark, or another 
similar program, and encourage people to participate.  Note:  The 
dumpster for this program might need to be off-site, and the proceeds will 
likely need to go to a non-profit organization or other charity. 

o Designing a REDUCE/REUSE Inventory for home usage to help people 
realize how they might conserve resources. 

�  Assign presentation teams for each topic.  They can meet during the Club meeting 
time and/or outside of Club meeting time as necessary to discuss plans. 

�  Determine the time/location for these efforts.  A pre-existing event or one you 
design?  Who needs to be involved in that decision-making process?  Answers to 
these questions will help you determine a timeline. 

�  Be sure to make a workplan and figure out well in advance what materials you might 
need! 

 
MILESTONE #16: Prepare presentation materials inclu ding C3 Club discoveries 
and successes to share with the public.   
�  Students will continue working in small groups – just remind them to incorporate 

information from their own work, not only external sources. 
 
MILESTONE #17: Design pledges specifying the action s you’d like people to take.   
�  Consider making paperless pledges using dry erase boards, electronic formats, or 

making your pledge more like a petition (one statement with a list of signatures).   
�  Try to include measurable environmental impacts in your pledge, e.g., “I will always 

use both sides of a sheet of paper, thus cutting my paper usage in half.” 
 
MILESTONE #18: Make giveaway items like recycled pa per bookmarks or scrap 
notebooks . 
�  Try to think of creative ways to thank people for their efforts!  Have these giveaways 

ready for your event. 
 
MILESTONE #19: Determine logistical details for eff orts (e.g., administrative 
permission, location, additional advertising, suppl ies, volunteers, assigning Club 
responsibilities, etc.)   
�  Once your students have determined their audience and content and things start to 

fall into place, you’ll likely be able to brainstorm as a group to think of more specific 
tasks for the weeks leading up to and the day of the event.  Have the Club divvy up 
these responsibilities. 

�  Don’t forget to work out logistics with the Paper Drive company of your choice. 
 
MILESTONE #20: Implement your Paper Awareness Commu nity Outreach.   
�  Collect pledge forms from all participants. 
�  Track your impacts (e.g., number of items distributed, number of people educated – 

check out the performance measures, too!). 
 
MILESTONE #21: Calculate impacts based on pledge fo rms collected.  
�  Ask C3 staff for help with this process, if needed.  
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�  MILESTONE #23: Re-conduct the RECYCLE Inventory , and find out 
how many reams of paper were used last week and since the start of 
the school year. 

 
�  MILESTONE #24: Fill performance measure  amounts for “Final 

Amount” 
 
�  MILESTONE #25: Reflect and plan  ahead for future projects  
 
�  MILESTONE #26: Complete Online Report:  Due Friday, May 28. 

MILESTONE #22: Complete online report for Phase III , due Friday, April 29. 
 
Phase IV: Thinking Back & Looking Ahead  

May 2 – May 27 

Online Report Due: Friday, May 28 

 
Phase IV Procedures 
�  Read through the steps outlined for Phase IV, and c ontact C3 with any 

questions.   Please note: These milestones can be adapted so that they most 
effectively meet the needs of your individual school community; however, please 
communicate any major changes to C3 staff early on in the process. 

 
MILESTONE #23: Re-conduct the RECYCLE Inventory and  find out how many 
reams of paper were used last week and since the st art of the school year.  
�  Following procedures from Phase I, re-conduct the RECYCLE Inventory. 
 
MILESTONE #24: Fill performance measure amounts for  “Final Amount.”  
�  Analyze the findings from the second RECYCLE Invent ory to determine your 

Club’s impacts on the school’s recycling behavior. 
 
MILESTONE #25: Reflect and plan ahead for future pr ojects. 
�  Take time to celebrate.   Review the accomplishments of the Club, and celebrate 

with a green celebration if you have time.  Invite members of the administration, 
staff, and parents who helped with the project along the way.   

 
MILESTONE #26: Complete online report for Phase IV,  due Friday, May 28. 
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CLUB ACTION PROJECT WORKSHOPS*: 
*Attendance is mandatory for at least one teacher representative per school. Dinner will 
be provided. Workshop Location: Chicago Center for Green Technology, 445 North 
Sacramento Blvd. 
 
·  October 12, 4:30 – 7:30 p.m. 

·  December 7, 4:30 – 7:30 p.m. 

·  March 6, 4;30-7:30 p.m. 

·  May 3, 4:30 – 7:30 p.m. 
 
ADDITIONAL RESOURCES: 
 
C3 First Year Project Guides Related to this Projec t:  
·  Waste Audit Guide 
·  Reduce, Reuse, Recycle, Rethink! 
 
Online Resources and Local Resources:  
·  CPS Paper Waste Busters 
·  Alsip/FutureMark 
·  Paper Retriever 
·  More ideas in the Appendix 
 
Note from Kristen, 2010-2011:  Because this is a new project, let’s develop 
this list collaboratively.  Perhaps an on-line discussion forum?  Or send 
emails to me and I’ll distribute content weekly? 
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PROJECT APPENDIX 
Table of Contents 

 
·  Climate Change and Paper Use Factsheet - p.14 

·  Making Recycled Paper Instructions – p.15 

·  The Paper Lifecycle by NewPage – p.16 

·  REDUCE/REUSE Inventory – p.17-18 

·  RECYCLE Inventory – p.19-20 

·  Recycling Data Tracking Worksheet – p.21-22 

·  Paper Reduction, Reuse, and Activity Ideas and Resources – p.23  

·  RETHINK Worksheet – p.24 

·  Take Back the Bins – additional document 
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CLIMATE CHANGE AND PAPER USE 
 

What does paper have to do with climate change? 
 
Did you know? 
 
If every U.S. household bought 25 pounds, or 5 reams, of 100% recycled copy 
paper each year instead of virgin fiber-based paper, we could save: 

·  33,485,208 trees (all of which sequester carbon) 
·  Enough energy for 256,145 U.S. homes 
·  Greenhouse gas emissions equivalent to removing 267,069 cars from the 

road 
·  14.5 billion gallons of water (equivalent to about 18,500 Olympic-sized 

swimming pools) 
·  55,990 garbage trucks full of paper (because it was recycled instead!) 

 
To give another example, if every U.S. household bought just one roll of 100% 
recycled content toilet paper, the results would be the equivalent of preserving 
about 330,000 trees, saving about 106,000,000 gallons of water, and preventing 
about 25,000,000 pounds of greenhouse gas emissions. 
 
Looking more specifically at Chicago, the 2009 Waste Characterization and 
Diversion Studies showed that, when a life-cycle analysis of paper is considered, 
we could prevent 0.84 million metric tons of carbon dioxide from entering the 
atmosphere just by diverting it from our landfills.  That would single-handedly 
meet the City’s 2020 target for waste diversion emissions reduction.  That is 
VERY exciting and achievable. 
 
From Secret Life of Paper by INFORM 
 
For more information: 
 

·  The Secret Life of Paper by INFORM  
http://www.informinc.org  
 

·  The Chicago Climate Action Plan  
http://www.chicagoclimateaction.org  
 

·  Chicago Waste Characterization and Diversion Studies  
http://www.cityofchicago.org/city/en/depts/doe/provdrs/waste
_mang/news/2010/apr/2009_chicago_wastecharacterization
studyandwastediversionstudyres.html  
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MAKING PAPER:  Directions 
 

Learn more about how paper is made and how that paper can be recycled into new 
paper by watching the videos below or doing some research on your own: 
 

The Secret Life of Paper by INFORM:    www.secret-life.org/paper/  
 

Paper Making by The Paper Mill Store :    www.youtube.com/watch?v=7SdJtYkAzTw  
 

How Paper is Made by CoolStuffBeingMade: ��� � FYI, this one’s kind of cheesy! 
www.youtube.com/watch?v=u8dWrdJH17A  
 

To learn more about the different stages of paper production, you will make homemade 
recycled paper.  While the processes are very different, many of the stages are the 
same.  Discuss the similarities and differences between the two processes as you go, 
and be sure to think about the environmental impact of large-scale paper production 
(e.g., water use, energy use, tree use, etc.).  You can also reference the Paper Lifcycle 
diagram on the next page. 
 
 
 
 
 
 
 
 
 

 
Step 1:  Make Pulp 
o Tear paper into tiny pieces (about the size of a quarter). 
o Loosely fill blender about halfway with paper pieces. 
o Add water until the blender is about two-thirds full. 
o Blend until a soupy mixture is made. 
o Add a few tablespoons of glue and blend again. 
 

Step 2:  Drain Pulp 
o Place a screen over the wash tub. 
o If you are using cookie cutters or a frame, place the item on the screen. 
o Pour pulp onto the screen (at the center of the frame or cutter). 
 

Step 3:  Press Pulp 
o Press down on the pulp with a sponge to drain as much water as possible. 
o If you are adding anything decorative, sprinkle it on at this point. 
 

Step 4:  Dry Paper 
o Lay out an old sheet or towel. 
o Flip the screen over onto the sheet or towel. 
o Let the paper dry overnight.

Equipment 
 

�  Blender 
�  Window screens 
�  Plastic tubs 
�  Sponges 
�  Old towels or sheets 
�  Optional:  Cookie cutters or frames 

Ingredients 
 

�  Used paper 
�  Water 
�  Glue 
�  Optional: Glitter, flower petals, 

flower seeds, or other decorative 
elements 
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REDUCE / REUSE Inventory 
This worksheet helps you figure out where the school’s office paper comes from and where it goes.   

This information will be useful in planning paper reduction efforts and in tracking impacts. 
 

Start by answering questions you can figure out on your own.   
Then ask your principal or another member of the school staff to help you figure out the rest.   

Note:  You may not be able to find answers to all of these questions. 
 

Question  Answer 

1. How many reams of paper did your school 
use last week?  (Note: 500 pages per 
ream.) 

 

2. How many reams of paper did your school 
use last year? (Note: 500 pages per ream.)  

3. Is there a limit to how much paper the 
school as a whole can use in one year?  

4. Who orders paper for the school?  

5. Who can access the paper?  (In other 
words, who replaces paper when it runs 
out?) 

 

6. Where is paper stored?  

7. Is there a limit to how much paper a 
teacher can use?    

8. How is paper use tracked?  

9. How might the C3 Club track paper use?  

10. How many copiers are in the school? Can 
the copiers print double-sided?  Manually 
or automatically? 

 

11. How many printers are in the school?  

12. Are there other paper-related rules?  
Additional useful information?  
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REDUCE / REUSE Inventory (continued) 
As a Club and with the help of some school staff members, brainstorm as many of the uses for 
paper in your school as possible.  Then, brainstorm potential ways to reduce each paper use.   

Note:  You’ll pick some ideas to implement later. 
 

 Current Paper Use Reduction Technique 

 (for example) School Newsletter 
Send electronically; print double-sided;  

use smaller font 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11.   

12.   

13.   

14.   

15.   

16.   

17.   

18.   

19.   

20.   
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RECYCLE Inventory - DATE: __/__/201_ 
 

This information will help you improve your school’s paper recycling program.  You can track up to 31 locations on this double-sided worksheet. 
 
 

 
 
 

 

List the room/location here �  
Check the appropriate boxes below. 

Example: 
Rm 201 

       Add up the number of 
checks in each row. 

Trash can? Ö    
   

  

T
ra

sh
 

 
Paper in it?     

   
  

Recycling bin? Ö    
   

  

Some trash in 
it? Ö    

   
  

R
ec

yc
la

bl
e 

 Used as trash 
can?     

   
  

 

 

 

 

 

 

 

 

List the room/location here �  
Check the appropriate boxes below. 

 
       Add up the number of 

checks in each row. 

Trash can?     
   

  

T
ra

sh
 

 
Paper in it?     

   
  

Recycling bin?     
   

  

Some trash in 
it?     

   
  

R
ec

yc
la

bl
e 

 Used as trash 
can?     
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List the room/location here �  
Check the appropriate boxes below. 

 
       Add up the number of 

checks in each row. 

Trash can?     
   

  

tr
as

h 

 
Paper in it?     

   
  

Recycling bin?     
   

  

Some trash in 
it?     

   
  

re
cy

cl
ab

le
 

 Used as trash 
can?     

   
  

 
List the room/location here �  

Check the appropriate boxes below. 
 

       Add up the number of 
checks in each row. 

Trash can?     
   

  

tr
as

h 

 
Paper in it?     

   
  

Recycling bin?     
   

  

Some trash in 
it?     

   
  

re
cy

cl
ab

le
 

 Used as trash 
can?     

   
  

 

Number of locations inventoried _____                                     Number of trash cans needed (# of locations - # of checks for trash cans) _____ 
 

Number of recycling bins needed (# of locations - # of checks for recycling bins + # of checks for “used as trash can”) _____ 
 

Number of trash cans with paper in them (# of “Paper in it?” checks) _____ 
 

Number of recycling bins with trash in them (# of “Some trash in it?” checks)? _____ 
 

Additional notes: 
________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________
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Recycling Data Tracking Sheet  
Use this worksheet (or something like it) to keep track of how much paper your school recycles. 

We will also provide an Excel spreadsheet that you can use electronically. 
Note:  Remember that you can record portions of a full toter (e.g., 0.5, 2/3, 0.75). 

 
Date Your Name # of toters  Date Your Name # of toters 
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       

TOTAL    TOTAL   
in gallons (TOTAL x 96)   in gallons (TOTAL x 96)  

in cubic yards ( gallons x 0.0049)   in cubic yards ( gallons x 0.0049)  
in pounds (gallons x 1.6)   in pounds (gallons x 1.6)  
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Paper Reduction, Reuse, and Activity Ideas and Resources for Schools 
from the Chicago Department of Environment 

 
Paper reduction measures: 

1. Use scratch paper to make notepads 
2. Cancel catalogs (www.catalogchoice.org) 
3. Copy double-sided 
4. Pay bills electronically   
5. Use smaller font size and page margins 
6. Distribute electronic newsletters 
7. Circulate one copy of a memo with a slip rather than multiple copies to each individual 
8. Reuse folders by placing new labels 
9. Pack lunch in reusable bags 
10. Use wipe boards 
11. Use cloth towels 
12. Save boxes for future shipping  
13. Donate old books 
14. Place worksheets in plastic sleeves. Have students write with crayon and erase with carpet squares. 
15. Send one copy of school mailings per household instead of one per student 

 
Activity ideas: 

1. Write letters to manufacturers asking them to use less packaging and design products that are more 
durable, repairable, and reusable.  

2. Designate a "no-waste day" to see how much waste can be reduced.  

Websites: 
 

1. From the paper industry (good for paper making background/history, recycling) : 
http://www.paperrecycles.org  
  

2. Ideas for waste reduction in schools: 
http://www.calrecycle.ca.gov/ReduceWaste/Schools/Prevention/  

 
3. List of curriculum and other school-related resources (not just for paper) 

http://www.calrecycle.ca.gov/Education/Publications/  
 

4. Conversions from reams to lbs/tons and ideas on how to measure: 
http://www.calrecycle.ca.gov/ReduceWaste/Business/officepaper/measure.htm 

 
5. Graphics, info on how paper is made 

http://www.tappi.org/paperu/all_about_paper/earth_answers/earthAnswers.htm 
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RETHINKING Paper Use  
 

Consider the reduction techniques from your REDUCE/REUSE Inventory.  How can you take action to implement some of those strategies?  
 

 

 

Next Steps 
 

Proposed Action 
 

 

Obstacles 
 

 

Reduction Technique 
 

task who? 

  

  

  

  

  

  

  

  

  

  

  


