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ORGANIZING THE MEETING
A productive green meeting is the result of good planning 
and considers the environmental impact of all products 
and services at the earliest stages. If the organization 
has an environmental policy, ensure that the policy’s 
guidelines are being followed from procurement to waste 
reduction to energy savings and more. Inform attendees 
in advance that the meeting will be green and provide 
them with a brief overview of how the meeting will reduce 
environmental impacts. Inform the attendees about what is 
expected of them and how you would like them to comply 
(e.g. bring your laptop to the meeting).

THE MEETING SPACE 
n	 Decide if a traditional meeting is necessary 

before booking a meeting space. Consider 
video teleconferencing to allow participants the 
opportunity to reduce carbon emissions created 
through travelling. 

n	 Create a green atmosphere by selecting a 
meeting space with natural light and keep plants in 
the room to help purify the air. 

REDUCE PAPER
n	 Request that attendees bring laptops  

to the meeting to take notes.
n	 Email meeting notes, agendas, and information 

packages before the meeting instead of  
providing handouts.

n	 Print a limited number of copies before the 
meeting if attendees prefer to have a paper copy.

GREEN MEETINGS

A successfully executed green meeting ensures that all aspects – administration, 
location, food services, accommodations, and transportation – are taken into account in 
order to significantly reduce waste and environmental impact. While a green meeting is 
environmentally responsible, it can also have economic benefits for the organizers, saving 
both time and money. As green meetings have a positive public image, their implementation 
is also good for public relations. 
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FOOD & BEVERAGES
Choosing environmentally responsible food and 
beverages at green meetings has the potential to 
drastically reduce waste. 
n	 Ensure that food and 

beverage suppliers are aware 
of the meeting’s green policy  
and provide them with  
specific requirements. 

n	 Supply jugs of chilled tap water 
and reusable glasses instead of bottled water.

n	 Seek fair trade coffees and teas, serve drinks from 
insulated containers, and provide ceramic mugs. 

n	 Purchase cold beverages in bulk to avoid the 
need for individual bottles. 

n	 Use reusable dishes and cutlery (rent if 
necessary) to eliminate the disposal of single-use 
items. Compostable utensils, cups, and plates are 
sustainable options if you make arrangements to 
compost them. If they are thrown in the garbage, 
they are actually more harmful than paper or plastic 
in the landfill since they break down without oxygen 
in an anaerobic environment that produces toxins 
and methane gas.

n	 Look for paper options made from recycled 
content and avoid polystyrene (Styrofoam)  
if disposable dishes must be used. 

n	 Donate leftover food to a local community food  
bank or shelter or offer to staff that were not 
involved in the meeting.

TRANSPORTATION
One of the biggest environmental impacts from hosting a 
meeting is transportation. Many people will arrive at the 
meeting from outside of town by plane or car, and as a result, 
can create significant carbon emissions. If teleconferencing 
is not an option, use your green meeting as an opportunity 
to demonstrate alternative modes of transportation. 
n	 Encourage attendees to walk, share rides, or use  

public transit whenever possible. 
n	 Share contact information among attendees 

interested in sharing rides.
n	 Provide contact information for local hybrid car 

rental companies, if available, during the meeting. 
n	 Consider carbon offsets for those who must travel  

to attend the meeting. 

ACCOMMODATIONS
When recommending accommodations to attendees, 
provide a list of environmentally responsible hotels that 
have achieved sustainable standards within the tourism 
and hospitality industry. Accommodation providers should 
incorporate environmental practices in their daily operations, 
such as linen and towel reuse programs, waste prevention 
procedures, and recycling programs.

Providing individual bottles of water at meetings is 

like flushing hundreds of dollars a year down your 

business’ drain! Tap water is cheaper, safer, more 

regulated, and doesn’t come with packaging. What 

better reason do you need to make the switch to tap? 

insidethebottle.org

WORKING GREEN
Hospitality Newfoundland and Labrador’s Green 
Team members were key players in getting green 
meetings mandated at their workplace. Their 
meetings are paperless, with no circulation of 
paper agendas or minutes, and all information is 
projected on-screen. 

Transportation is the single largest source of 

greenhouse gas emissions and air toxins in Canada, 

and accounts for 20 percent of Canada’s emissions. 

davidsuzuki.org
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AT THE MEETING
Before the meeting begins, provide a brief summary of the 
initiatives that were accomplished to make the meeting more 
environmentally responsible – from planning to catering, 
transportation to accommodations. If applicable, provide 
instructions for recycling as well as any other procedures 
that require specific directions throughout the meeting. 
n	 Remind attendees of this waste reduction  
 initiative if meeting notes and agendas were  
 emailed in advance; explain that paper copies  
 will not be provided. Provide note paper by  
 reusing paper that is only printed on one side  
 (one-side-still-blank paper).
n	 Replace paper flip charts with dry-erase boards 

for taking notes during the meeting. Slideshow  
presentation software such as PowerPoint can  
replace poster boards and paper hand-outs. 

n	 Turn off electronic equipment (or hibernate) when 
not in use.

AFTER THE MEETING
It is recommended to document the results of the meeting’s 
green efforts as well as any cost savings or expenses. 
Highlight the green achievements of the meeting and 
provide figures such as the amount of waste reduced, 
energy saved, and number of items recycled. Preparing 
a list of recommendations would also be helpful to those 
planning future meetings and may set a precedent for more 
sustainable office procedures.

IF YOU MUST TRAVEL, MAKE YOUR TRIPS MULTI-PURPOSE: IS THERE SOMETHING  
ELSE BUSINESS-RELATED THAT YOU CAN ACCOMPLISH ON THIS TRIP? 

“By leading by example, we hope that other 
businesses will follow. Our staff has been 
instrumental in getting on board with green 
initiatives and has been the driving force in 
making our initiatives a success. Our advice 
would be to start small. Think of all the little 
things you could be doing to reduce waste 
because every little bit really does help.”Carol-Ann Gillard
CEO, Hospitality Newfoundland and Labrador


