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Paper-saving Tips - Fax Machine

©

©

Use Notes Mail/Internet mail instead of fax to
distribute documents whenever possible

Send faxes through the LAN instead of a fax
machine as this removes the need to print a hard
copy of the document. Then, print the document on
both sides of paper if the document has to be filed
for records

If a fax machine has to be used, print the document
on paper printed on one side

Avoid using a fax leader page if a document is
self-explanatory.
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er-saving Tips - Photocopyin

Check the exact number of copies required before
you photocopy on both sides of the paper

Check the machine setting before copying to avoid
errors and wastage.

Always try to reuse paper printed on one side. Copies
are available from the Yellow Box for photocopying, if
practicable

If possible, use the "Combining Originals" function to
copy multiple one-sided originals onto one sheet of

copying paper

Press the yellow "Clear Function/Mode" button to
clear the previously entered copy-job settings after
photocopying

Make less personal copies; rely on the filed hard copy
or the soft copy

Do not photocopy books and manuals as copyrights
may be infringed

Reduce photocopying by using notice boards or
Notes Mail for internal circulation of flimsies and
documents
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Paper-saving Tips - Printing
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Always use both sides of a piece of paper
Reuse paper printed on one side as far as possible

Use clean paper only for communication with non-
government bodies

Wherever possible, use Notes Mail to submit draft
documents to your supervisors

Critically consider the necessity for printing hard
copies from their electronic version

Accurately estimate the quantity required when
producing meeting documents

Avoid producing flimsies showing "nil" or "no

comments" returns

If possible, print multiple pages on a single sheet of
paper
Eliminate the creation of unnecessary documents, e.g.

sending "nil" or "no comments" memos to all
recipients under the distribution list



