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Summary Report

Building a paperless office and setting up a recycling program

Companies have dwelled upon the idea of a paperless office for the past thirty five years. Even when computers were barely being made, companies thought that a paperless idea would be the solution of loss time, money, and organization. “Hard copies continue to have many advantages over electronic documents, including better reader comprehension, less eyestrain, greater mobility, superior flexibility and an enhanced comfort level among workers.” (Aber) According to this article, there are many approaches in which companies may you use to lessen the use of paper. 
Many companies can opt to use computers, scanners, email, storage systems, and advanced printers to eradicate or downsize on paper use. “The transformation to paperless is not a painless undertaking. It requires carefully thought out implementation schedules from management and unbridled commitment from the entire corporation.” (M.L. Mathieu) This is true because there will have to be a complete understanding throughout the entire company to make this take effect and become a reality. There are different ways to implement this paperless system into the company, one way is to “place priority on forms based on importance and frequency of use”. (M.L. Mathieu) This will organize the way in which we process and batch the paper work that we encounter on a day to day basis. We could “acquired scanners and Adobe Acrobat software to start digitizing hard copy data for storage.” (M.L. Mathieu) “The company should look for ways to distribute forms electronically rather than through hard copy.” (M.L. Mathieu) This will help in storing purposes to a back up server or a hard drive of a computer, therefore if someone needs a file in the future it will be easily located and used. 
According to the article found in comspec.com titled “Approaching the Paperless Office”, stating that “paperless is no longer a dream for the future” because “digital alternatives to paper are become more sophisticated”. People today should learn that there are many new technologies available to large and small corporations in which implementing the idea of a paperless solution. “Digital alternatives to appear are relatively inexpensive, considering that they're less wasteful and much faster than paper solutions. Most establishments recognize how digital databases, electronic invoices, and computerized records are much more cost-effective than their hardcopy counterparts” (Approaching the Paperless Office). The article then goes on to state that companies should think about acquiring scanners. “It’s important to discover new ways to share and distribute those documents electronically” (Approaching the Paperless Office). When considering “to distribute, companies should consider distributing then printing -- and then only as necessary” (Approaching the Paperless Office). 
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