
ZERO WASTE OFFICES 

 C
L E A N  &  H E A L T H Y  C I T Y

for  a  
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Washrooms
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Meetings

Zero Waste

Events
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Plates & cutlery Tissue papers Cups & glasses
Venue & Stage

decorations E-waste

Water bottles Toilet rolls Water bottles Water bottles Garden matter

Cups & glasses Sanitary waste Printouts &
stationery

Displays &
badges

Gray water
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Water saving

devices Plates & cutlery Food waste Storm water

Cleaners Cleaners Cleaners Plates & cutlery Food leftovers

W H A T  I S  A  Z E R O  W A S T E  O F F I C E ?
M i s s i o n  C i t y  C h a k r a  a i m s  t o  c r e a t e  a  Z e r o

W a s t e  C i t y  b y  w o r k i n g  w i t h  a l l  t h e
s t a k e h o l d e r s  w i t h  a  f o c u s  o n  ‘ s o u r c e

r e d u c t i o n ’  o f  w a s t e .  
M i s s i o n  C i t y  C h a k r a  h a s  d e s i g n e d  a

‘ Z e r o  W a s t e  O f f i c e ’  m o d e l  f o r  t h e  n o n -
p r o d u c t i o n  o f f i c e  o f  a  c o r p o r a t e  e n t i t y .  

T h e  o f f i c e  i s  d i v i d e d  i n t o  f i v e  a r e a s  a n d  w a s t e
g e n e r a t i n g  i t e m s  a r e  i d e n t i f i e d .  E v e r y  i t e m  i s
e x a m i n e d  f o r  t h e  t y p e  o f  w a s t e  g e n e r a t e d  a n d

a l t e r n a t i v e s  a r e  s u g g e s t e d  w h i c h  a r e  l e s s
p o l l u t i n g  a n d  h a v e  a  l e s s e r  c a r b o n  f o o t p r i n t

c o m p a r e d  t o  c u r r e n t  w a s t e  g e n e r a t o r s .  
T h e  u s e  o f  s i n g l e  u s e  d i s p o s a b l e s  i s

d i s c o u r a g e d  e v e n  i f  t h e y  a r e  b i o d e g r a d a b l e  a s
t h e y  c a n  b e  e a s i l y  r e p l a c e d  b y  r e u s a b l e  i t e m s .

‘ R e f u s e ’  a n d  ‘ R e d u c e ’  a r e  e m p h a s i z e d  w i t h
R e c y c l e  a s  t h e  l e a s t  p r e f e r r e d  o p t i o n .

“ Z E R O  W A S T E  I S  A  G O A L  T H A T  I S
E T H I C A L ,  E C O N O M I C A L ,

E F F I C I E N T  A N D  V I S I O N A R Y ,  T O
G U I D E  P E O P L E  I N  C H A N G I N G

T H E I R  L I F E S T Y L E S  A N D
P R A C T I C E S  T O  E M U L A T E

S U S T A I N A B L E
N A T U R A L  C Y C L E S ,  W H E R E  A L L

D I S C A R D E D  M A T E R I A L S  A R E
D E S I G N E D  T O  B E C O M E

R E S O U R C E S  F O R  O T H E R S  T O
U S E . ”

 
-  Z E R O  W A S T E  I N T E R N A T I O N A L

A L L I A N C E
 

ZERO WASTE OFFICE



  LET US MAKE OUR OFFICE CANTEEN & PANTRY ‘ZERO-WASTE’  

Guiding Principles for ZERO-WASTE
Every product consumes resources & energy in production, distribution, transportation Hence
Avoid single-use to the extent possible, even if biodegradable 
Plastic can be recycled only 2-3 times, then it becomes waste, degrades into microplastic,
pollutes the environment and affects everybody’s health 

     Hence Avoid plastic where possible 

   INSTEAD OF GO WITH GO WITH GO WITH

Paper Cups 
for 

tea/coffee

Provide ceramic/steel
mugs in the pantry that

are washed and
managed by the house-

keeping staff

Gift employees a
ceramic/steel mug with
their name or company

logo to encourage
reusable mug usage 

Encourage employees to
bring their own

ceramic/steel mug

Paper cups for 
drinking water

Reusable steel glasses or
glass tumblers 

A steel jug with filtered
water and steel glasses

Employees use their own
steel bottles

Packaged Bottled Water
Water Dispenser with
glass tumblers/steel

glasses

A steel/glass jug with
filtered water and steel

glasses

Individual steel bottles
with company logo gifted

to the  employees for
Diwali

Disposable plates &
cutlery 

(Plastic/Biodegradable)
Steel plates & cutlery 

Employees encouraged to
dispose leftovers in a wet

waste bin and rinse
plates

Plates & cutlery to be
washed by housekeeping

staff

Straws & cling wrap 
Straws are not required
to drink any beverage

Cling wrap can be
replaced with a reusable

plate to cover food

Eco-friendly straws also
have a carbon footprint

Cleaners with ingredients
including SLS, SLES,

Phosphates,
Petrochemicals

Enzyme-based, bio
cleaners 

Vinegar based cleaners Cleaners with plant based
surfactants

G O A L :  Z E R O - W A S T E  C I T Y
L E T  U S  S T A R T  W I T H  A  Z E R O - W A S T E  O F F I C E

A L W A Y S  A I M  F O R  T H E  P R E V E N T I V E  I N T E R V E N T I O N S  T H A N  T H E  E N D - O F - P I P E  O N E S



  LET US MAKE OUR OFFICE PANTRY ‘ZERO-WASTE’  

   INSTEAD OF GO WITH GO WITH GO WITH

Tissue papers Hand dryers
Employees to carry their

own cloth towels or
handkerchiefs

Start by celebrating a
‘Tissue Paper Free’

Day

Plastic containers for
lunch (provided at

pantry)

Steel plates, bowls &
cutlery  (washed by
housekeeping staff)

Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Disposable plastic or
biodegradable plates

for snacks

Steel plates & cutlery
(washed by

housekeeping staff)

Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Plastic straws for
juices/beverages

NO straws - juices, cold
beverages can be
consumed directly

without straws

Employees carry their
own steel/bamboo

straws
Paper straws*

Plastic/Single-use
wooden stirrer or

spoon

Steel cutlery  
Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Plastic or Plastic +
Steel Tiffin boxes

(brought by
employees)

Steel tiffin boxes

Awareness sessions for
employees on the
health hazards of

plastic food containers

Cling wrap* Best avoided at all
costs*

G O A L :  Z E R O - W A S T E  C I T Y
L E T  U S  S T A R T  W I T H  A  Z E R O - W A S T E  O F F I C E

N o t e :  S o m e  i t e m s  m a r k e d  w i t h  a n  *  a r e  b e s t  a v o i d e d .  I n s t e a d  o f  f o c u s  o n
a l t e r n a t i v e s ,  a  r e t h i n k  i s  a d v i s a b l e  o n  t h e  n e c e s s i t y  o f  t h e s e  i t e m s .  



 LET US MAKE OUR OFFICE RESTROOMS ‘ZERO-WASTE’  

Guiding Principles for ZERO-WASTE
Every product consumes resources & energy in production, distribution, transportation
Hence Avoid single-use to the extent possible even if biodegradable 
Plastic can be recycled only 2-3 times, then it becomes waste, degrades into
microplastic, pollutes the environment and affects everybody’s health 

     Hence Avoid plastic where possible 

   INSTEAD OF GO WITH GO WITH GO WITH

Tissue papers Hand dryers
Employees to carry their

own cloth towels or
handkerchiefs

Start by celebrating a
‘Tissue Paper Free’

Day

Toilet Paper Toilet Jet Spray Recycled toilet paper

Toilet Cleaner, Wash
Basin Cleaner & Floor

Cleaner with
Ingredients - SLS,
SLES, Phosphates,

Petrochemicals

Enzyme-based, bio
cleaners 

Vinegar based cleaners Cleaners with plant
based surfactants

Water wastage
All taps to be fixed with

aerators
Flush systems to have a

half flush option Waterless urinals

Sanitary waste
Strict segregation and
responsible disposal of

sanitary waste

Pad care (collection &
recycling of sanitary

waste)

Awareness sessions on
sustainable menstrual

products

Electricity wastage LED devices  
Motion

  activated or sensor
based lights 

Signage for switching
off lights & devices

before leaving

G O A L :  Z E R O - W A S T E  C I T Y
L E T  U S  S T A R T  W I T H  A  Z E R O - W A S T E  O F F I C E

A L W A Y S  A I M  F O R  T H E  P R E V E N T I V E  I N T E R V E N T I O N S  T H A N  T H E  E N D - O F - P I P E  O N E S



 LET US MAKE OUR OFFICE MEETINGS ‘ZERO-WASTE’  

Guiding Principles for ZERO-WASTE
Every product consumes resources & energy in production, distribution, transportation
Hence Avoid single-use to the extent possible even if biodegradable 
Plastic can be recycled only 2-3 times, then it becomes waste, degrades into
microplastic, pollutes the environment and affects everybody’s health 

     Hence Avoid plastic where possible 

   INSTEAD OF GO WITH GO WITH GO WITH

Paper Cups 
for 

tea/coffee

Provide ceramic/steel
mugs in the pantry that

are washed and
managed by the house-

keeping staff

Gift employees a
ceramic/steel mug with
their name or company

logo to encourage
reusable mug usage 

Encourage employees
to bring their own
ceramic/steel mug

Packaged Bottled
Water

A steel jug with filtered
water and steel glasses

Glass bottles with glass
tumblers 

Stationery & printouts Digital notes instead of
printouts 

Recycled/handmade
paper notepads

Paper pencils made of
recycled paper

Disposable plastic or
biodegradable plates

for snacks

Steel plates & cutlery
(washed by

housekeeping staff)

Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Tissue Paper
Encourage employees
to use personal hand
towels/handkerchiefs

Awareness workshops
for employees 

Cloth towels - provided
in joining kits

Glass/Furniture/
Device Cleaners with

ingredients - SLS,
SLES, Phosphates,

Petrochemicals

Enzyme-based, bio
cleaners Vinegar based cleaners

Cleaners with plant
based surfactants

Electricity wastage LED devices  
Motion

  activated or sensor
based lights 

Signage for switching
off lights & devices

after meetings

G O A L :  Z E R O - W A S T E  C I T Y
L E T  U S  S T A R T  W I T H  A  Z E R O - W A S T E  O F F I C E

A L W A Y S  A I M  F O R  T H E  P R E V E N T I V E  I N T E R V E N T I O N S  T H A N  T H E  E N D - O F - P I P E  O N E S



 LET US MAKE OUR OFFICE EVENTS ‘ZERO-WASTE’  

Click on the link below to download 

the Comprehensive Resource Library for a Zero-Waste Event

Zero-Waste Event Resource Library

   INSTEAD OF GO WITH GO WITH GO WITH

Plastic/disposable
stage decoration

items

Cloth stage decoration
which can be reused Digital stage backdrop

Decoration made from
waste material

Display boards, flex
boards

Digital display boards
Reusable boards which
can be used for future

events
Cloth banners

Stationery & printouts
Digital notes instead of

printouts 
Recycled/handmade

paper notepads
Paper pencils made of

recycled paper

Paper Cups 
for 

tea/coffee

Tea/Coffee in ceramic
or steel cups

Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Plate sharing
initiatives for smaller

events (rent-free)

Packaged Bottled
Water

Water Dispenser with
glass tumblers/steel

glasses

A steel jug with filtered
water and steel glasses at

tables

Glass bottles with
glass tumblers

Disposable plastic or
biodegradable plates

for snacks

Steel plates & cutlery
(washed by

housekeeping staff)

Zer0ware (pre and post
washed steel plates &

cutlery on rent)

Plate sharing
initiatives for smaller

events (rent-free)

Tissue Paper
Encourage employees
to use personal hand

towels/kerchiefs

Cloth towels - provided in
the event kit

Plastic badges
Metal badges that can

be reused
Handmade paper/Waste

paper badges
Upcycled cloth

badges

Trophies & Mementos
Trophies and mementos

made from natural
material

Gifts and awards can be
in the form of Tree

certificates

Digital certificates
instead of printed

certificates

Glass/Furniture/
Device Cleaners with

ingredients - SLS,
SLES, Phosphates,

Petrochemicals

Enzyme-based, bio
cleaners 

Vinegar based cleaners Cleaners with plant
based surfactants

G O A L :  Z E R O - W A S T E  C I T Y
L E T  U S  S T A R T  W I T H  A  Z E R O - W A S T E  O F F I C E

https://docs.google.com/spreadsheets/d/1ZkJfUJSU0mJac-NnD1jEPpNqwo0H2cDTVXUTQF_IYKY/edit?usp=sharing


   INSTEAD OF GO WITH GO WITH GO WITH

E-waste
Repair & refurbish

devices to donate to
NGOS

Authorised recyclers
Awareness sessions

on E-waste hazards &
Collection drives

Wet waste Composting Biogas
Employee

engagement on food
waste

Dry waste Recycling
Printouts only when
absolutely necessary

and print on both sides

Sustainable office
products using less
plastic packaging

Electricity usage
LED devices & Motion
  activated or sensor

based lights 

Signage for switching
off lights & devices

when not in use
Solar energy

Gray water
Sewage Treatment Plant

(STP)
STP water used for

gardens 

Plumbing system to
recycle STP water for

flushing

Storm water runoff Rainwater harvesting Green roofs Vertical gardens

Garden matter Dry leaves composting Brown leaf

Disposables - Plastic
or biodegradable

Steel/ceramic crockery
for all food & beverages

Display material in
premises made of
recyclable material

Reusable decoration
material 

All Cleaners with
ingredients - SLS,
SLES, Phosphates,

Petrochemicals

Enzyme-based, bio
cleaners 

Vinegar based cleaners Cleaners with plant
based surfactants

Office stationery -
Business cards,

notepads, pens &
pencils, dairies &

printouts

Recycled paper/plantable
or handmade business
cards, refillable pens,

recycled paper pens, small
notepads

Digital notes instead of
printouts. Unavoidable
printouts to be printed

on both sides

Rethink on the
‘necessity’ of

stationery items

Corporate gifts (for
clients & employees)

Eco-friendly/utility gifts &
minimal packaging of
natural material

Gift vouchers/
e-vouchers instead of

mementos

Tree gift certificates
(trees planted on
behalf of giftee)

Employee transport
Car pooling, public

transport, cycling or office
transport

Incentives
  for green commuting;

free charging for
electric vehicles

Work from
  home options (based
on role/function) on

select days 

G O A L :  Z E R O - W A S T E  C I T Y
Z E R O - W A S T E  P R E M I S E S



  
 

W H O  W E  A R E M i s s i o n  C i t y  C h a k r a  i s  a  p r o j e c t  b y  t h e  C e n t r e
f o r  S u s t a i n a b l e  D e v e l o p m e n t ,  a t  G o k h a l e
I n s t i t u t e  o f  P o l i t i c s  a n d  E c o n o m i c s ,  P u n e

T h e  o b j e c t i v e  i s  t o  b u i l d  a  c i t y  o n  t h e  l i n e s  o f
a  f o r e s t  w h e r e  n o t h i n g  g o e s  w a s t e .  T h e  a c t i o n
p l a n  i n v o l v e s  v a r i o u s  m e a s u r e s  t o  r e d u c e  t h e

g e n e r a t i o n  o f  w a s t e  a t  s o u r c e  t h r o u g h  a
m i n d s e t  c h a n g e  a n d  w i s e  m a t e r i a l  c h o i c e s .  

J a n w a n i  i s  a  p a r t n e r  o r g a n i z a t i o n  i n  t h i s
m i s s i o n .

 W H A T  W E  D O O u r  c i t i e s  a r e  d r o w n i n g  i n  t h e i r  o w n  w a s t e ,
d u e  t o  e v e r  i n c r e a s i n g  p o p u l a t i o n ,

e x p a n d i n g  c i t y  l i m i t s  a n d  i n s u f f i c i e n t
g a r b a g e  m a n a g e m e n t  f a c i l i t i e s  c a u s i n g

m u l t i p l e  i s s u e s  l i k e  p o l l u t i o n ,  h e a l t h
h a z a r d s ,  i n c r e a s i n g  l a n d f i l l s ,  l a n d f i l l  f i r e s ,

c h o k i n g  w a t e r w a y s  e t c .  

A  F o r e s t  i s  a  c o m p l e x  w e b  w i t h  a  m u l t i t u d e
o f  e l e m e n t s  a n d  t h e i r  i n t e r a c t i o n s ,  j u s t  l i k e

i n  a  c i t y .

T h e r e  i s  n o  w a s t e  i n  a  f o r e s t  b e c a u s e  o u t p u t
o f  o n e  p r o c e s s  s e r v e s  a s  a n  i n p u t  t o  s o m e

o t h e r  p r o c e s s .  T h i s  i s  t h e  c i r c u l a r  d e s i g n  i n
n a t u r e .  

C a n  w e  c r e a t e  c i r c u l a r  s y s t e m s  i n  a  c i t y  s o
t h a t  n o t h i n g  g o e s  w a s t e ?  W e  s a y  i t  i s

p o s s i b l e .  

W e  a i m  t o  c r e a t e  
A  C l e a n  a n d  H e a l t h y  C i t y  b y  D E S I G N



Star
t with what is convenient 
Zero-Waste Pantry 

+ 
Zero-Waste Meeting Rooms 

+ 
 Zero-Waste Events 

+ 
Zero-Waste Restrooms

+
 Zero-Waste Premises

-> 
ZERO-WASTE OFFICE

Make your office a ZERO-WASTE OFFICE

How?
Set your goal. Start with what you

think is doable. 

We together assess the waste

generated in the entire office or the

office area you wish to start with:  

pantry/ meeting room/ events/

restrooms/ premises. 

We provide a set of solutions for

each waste-type

You implement the one that suits

you the best

WhatsApp Smitha Naik @ +91 8806668511

What do we get?
With each zero-waste establishment

created, we inch towards our vision of  

A ZERO-WASTE CITY.

Mission City Chakra is a project by 

Centre for Sustainable Development, 

Gokhale Institute 

of 

Politics and Economics

We provide you the Impact Certificate

on successful implementation of the

solution.

You proudly share it with your clients,

boast it on your website and social

media platforms. 

What do you get?


