
Top 10 energy saving tips for the office 

Saving energy is not only good for the environment, it can also be good for your bottom line!  So, 
introducing energy saving measures to your workplace is a no brainer.  We’ve put together a few 
energy saving tips to get you started: 

Audit – Take regular meter readings to keep track of your energy consumption, you could identify 
areas where savings could be made. 

Lights – Switch to energy saving light bulbs, they are said to use up to 80% less energy than 
standard bulbs!  Make the most of natural day light by positioning workstations close to windows 
and opening blinds. 

Computers – Avoid using screen savers, they can consume more money than putting your monitor 
to sleep!  Switch off computers when not in use for long periods. 

Motion sensors – It’s easy to leave lights on when you don’t need them.  Fit motion sensors to 
rooms and corridors that are not often used. 

Heating & Ventilation – Turning your heating down by just one degree can cut your heating bill by 
up to 8%, the same can be said for controlling your air conditioning, also ensure your HVAC is 
properly maintained. 

Kitchens – Don’t overfill the kettle, only boil the water you need.  Alternatively, consider installing an 
energy efficient instant water boiler, which will save time and money. 

Upgrade – Upgrade your electrical equipment, new equipment with better energy efficiency ratings 
can lead to big savings.  Also, rather than having individual desktop printers, consider networking 
computers into a central print zone. 

Unplug – Unplug or switch off equipment such as photocopiers and printers that are not in use for 
long periods.  If they’re on they are using energy! 

Draughts – Install draught proofing around doors and windows to reduce heating costs.  An 
insulated building can help reduce heat loss by up to 40%. 

Involve staff –Put up posters to educate staff on energy saving tips.  The more you involve them, 
the more chance you have of success! 


