THE GREEN BUSINESS
CERTIFICATION CHECKLIST
How To Prepare and Plan To Achieve the Best
Certification Results Possible

GREEN BUSINESS CERTIFICATION
This detailed master checklist was created by Green Business
Bureau to prepare and plan for Green Business Bureau’s
certification. But companies will find it useful for any green
business certification. In essence, this is a checklist of how to
become a more sustainable business. The checklist looks at the
following 10 areas of your business.
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GREEN BUSINESS CERTIFICATION CHECKLIST
10 Steps at a Glance
1. Energy – How much energy do we use? Can we use less or adopt clean alternative energy
sources?
2. Waste and Recycling – What waste do we produce and where does it come from? Is it
hazardous? How can we reduce waste and prevent pollution? Can we find ways to recycle or
upcycle waste materials (e.g. install recycling bins in the break room)?
3. Buildings – How eco-friendly are our buildings? Are there opportunities to improve energy
efficiency and upgrade lighting, insulation, heating and cooling? Are we maximizing natural light
or natural airflow whenever possible?
4. Products & Packaging – Do our products use sustainably sourced and eco-friendly
materials? How does manufacturing our products impact the environment? Is our packaging
also safe for people and the planet?
5. Supply Chain – Are we using vendors and suppliers who are environmentally and socially
responsible? Are we sourcing products locally or from the closest source? Are there areas to
improve supply chain efficiency in terms of lowering waste and carbon emissions?
6. Water – How much water do we use? How much do we waste? Can we conserve water with
smart technology (e.g. motion sensor faucets)? Do we use plastic bottles for water?
7. Food – Where do we source our food from? What food do we provide employees? Is it
healthy and produced from sustainable sources? Can we minimize meat and offer more plantbased options? Are we composting food waste?
8. Transportation – What vehicles do we use for distribution and operations? Can we reduce
employee business travel? If not, how can we offset our carbon emissions?
9. Community – Do we support our local communities and local farms? Do we get involved in
environmental causes, events and associations? Are we evangelizing green business?
10. Employees – Do we offer employee training in sustainability? Do we have a green team? Are
we creating a green culture? What’s our level of employee engagement? Do we communicate
policies company-wide?
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INTRODUCTION

PREPARING FOR A GREEN BUSINESS CERTIFICATION
Green business certifications, also known as “sustainable business certifications”, are valuable programs that
can help companies demonstrate their sustainable operations, products, services and practices to
employees, customers, partners and investors.
But is your business green enough for certification? How do you become a greener business that can pass a
certification? How do I find the right certification for my business and then prepare?
In this article, we answer those questions. If you want your business to be a great business with passionate
employees and customers who respect and admire your business and brand, you’ll need to credibly and
transparently show them you care about the environment and social responsibility. A green business
certification can help accomplish this. Let’s get started.

BENEFITS OF GREEN BUSINESS CERTIFICATIONS
We know consumers and employees prefer green businesses. They flock to companies that care about the
environment and are socially responsible. They avoid “greenwashers” like the plague. By greenwashers, we
mean companies that make false claims about their positive impact on the environment just to drive sales
and profit.
Green business certifications are a great way to avoid green washing and a perfect way to demonstrate a
company’s commitment to sustainability in a credible way. Trusted third-party organizations like LEED, B Corp
and Green Business Bureau provide certification programs that can prove your company’s green cred. If
you’re a small business owner, sustainability manager or green team leader, you need to understand your
certification options and know how they work. But at their core, they all assess a very similar set of policies
and procedures. Let’s go through a checklist of the action and initiatives businesses need to take to become
a certified green business.

TYPES OF GREEN CERTIFICATIONS
Depending on the type of business you are and the industry you're in, you might consider any of the
following types of green certifications:
Overall Green Business Certifications
Commercial Green Building Certifications
Green Product Certifications
Organic and Sustainable Food Certifications
This article and checklist focuses on overall green business certifications. This includes all aspects of your
business, across all departments and functions. It includes your building, operations, vehicles, supplies,
products, procurement, recycling, reuse, waste, policies and procedures.
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ENERGY SAVINGS CHECKLIST

Energy usage is most often the top carbon contributor for a business. Investing in renewable energy is a
notable solution towards reducing fossil fuel use. This can be a costly upfront investment for many
businesses, but can lower your bills over time and provide a strong ROI. There are so many other ways to
save energy and lower fossil fuel use such as switching to LED lighting, implementing energy saving habits
(turning off lights), investing in Energy Star certified appliances, unplugging electronics when not in use to
avoid phantom power, use natural lighting when possible, program thermostats to regulate temperature
efficiently, and ensure building insulation and HVAC systems are in optimal condition. Here’s the Energy
Savings Checklist.
Schedule regular maintenance for high electricity use appliances (e.g., air conditioner or refrigerator)
Replace light bulbs (T-12 fluorescent) with energy-efficient (T-8 or T-5) bulbs or other equivalent
lighting
Reduce number of lamps/fixtures; expose natural light
Improve sign efficiency by using efficient signs (e.g. LED)
Replace equipment with energy efficient design (e.g. Energy Star®)
Use renewable energy by installing solar or using a clean/green energy service from your utility
provider
Use power management software/plug load to save energy
Regularly clean and inspect HVAC and refrigeration systems
Monitor electricity bills for unexpected increases and adjust your usage
Turn off lights while daylight is sufficient and when leaving the room
Install light timers and motion sensors
Turn off power when leaving room or after hours (use reminders)
Use sleep or standby mode on equipment (set defaults)
Increase lighting efficiency by installing optical reflector or diffuser
Use appliances to promote air circulation (e.g. ceiling fan)
Use window film to reduce solar heat
Be frugal with your use of AC and heat; Set thermostat to 76F for cooling and 68F for heating
Conduct annual or bi-annual energy audits
Change A/C filters and heating filters frequently
Use a tankless water heater
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WASTE MANAGEMENT CHECKLIST

In terms of waste management, think of the three R’s – Reduce, Reuse, and Recycle. Reduce is the first and
most important. By reducing your waste generation from the start, you are using less virgin resources and
less energy compared to reuse and recycling processes.
There are various ways to reduce the waste of your business. Cutting back on single-use items is a key
initiative as well as finding ways to eliminate waste streams. Encouraging the use of reusable products – such
as installing a water dispenser for employees to fill their water bottles or providing lunchroom dishes and
cutlery that can be washed – will drastically reduce your employees’ everyday waste.
Lastly, ensure that there are recycling bins at every corner of the workplace with clear labeling to guide
employees on which items are accepted. Depending on what materials your local collection facilities accept,
you may use different bins to separate different materials – paper/cardboard, plastic, glass, aluminum, ewaste, etc.
Recycling can be tricky at times because unacceptable or contaminated items can ruin an entire batch of
recyclable materials. For instance, cardboard or paper saturated with water or grease are difficult to sort and
cannot be recycled. There are also many types of plastic that cannot be recycled due to their composition or
the potential of breaking apart into fragments, contaminating other batches of recyclables. Here’s the Waste
Management Checklist
Eliminate use of disposable goods by using only permanent/reusable ones
Use refillable containers for drinking and condiments
Use tap water instead of plastic bottled water
Reduce use of plastic bags and use reusable bags
Recycle glass, plastic, and aluminum; Have a recycling station/program and train staff about recycling
Collect hazardous waste (batteries, electronics, or fluorescent light bulbs) and create a procedure for
proper hazardous waste disposal
Make two-sided printing or copying the default practice
Donate, sell, or exchange unwanted but useable items instead of throwing them away
Recycle or reuse paper (including cardboard and office paper)
Encourage employees to use less disposable items with signs by trash bin
Reduce paper used for communication (use email and digital documents when possible)
Recycle wood pallets
Recycle printer toners
Stock or sell products made with recycled content
Reduce the number of garbage bin liners by reusing bags and having unlined bins (recycle bin should
not have liner bags)
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BUILDINGS CHECKLIST
A green building is eco-friendly in its design, construction and operation. The building is built or modified to
reduce or eliminate negative impacts, and can create positive impacts, on our climate and natural
environment. Green buildings also use sustainable materials and preserve precious natural resources. Green
buildings should provide natural light, very clean air quality indoors, stress reduction elements. All these will
not only protect the planet but also improve our quality of life. Here’s the building checklist:
Reduce your office and building space. A smaller building will require fewer resources to construct
and less energy to maintain.
Use renewable energy, such as solar energy
Use a passive solar design that absorbs solar energy in the winter to heat a structure and rejects the
same energy in the summer. Use large south-facing windows with a slightly overhanging roof above
them. The rays will reach the windows in the winter months when the sun is lower and be blocked
during the summer.
Landscape smartly by planting deciduous trees around a structure helps block sunlight during the
warm months, but as the leaves fall in the winter the rays can once again reach and warm the
building.
Select a “cool” roof that will reflect the solar heat in summer and absorb it in the winter. Or consider a
“living roof”.
Install solar panels. Between federal and state government incentives and a growing demand, solar
panels are becoming more and more affordable – and are an excellent way to reduce energy costs.
Install energy efficient windows, ideally double or triple glazed windows with an air fill to reduce heat
transfer.
Insulate exterior walls
Select recycled materials for construction and renovations. There are a variety of counter top and
flooring options made from recycled waste that can be used in green construction.
Choose a sustainable wood flooring like bamboo or cork.
Be sure to have good indoor environmental air quality
Use materials that are non-toxic, ethical and sustainable
Maintain ventilation of a minimum air exchange rate of 35% per hour
Open windows when cleaning or vacuuming
Avoid use of chemical air fresheners and non-organic scented candles
Test for mold in the indoor area
Use covered garbage containers to avoid smell and pests
Use fan or air purifier to increase air exchange rate
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PRODUCTS AND PACKAGING CHECKLIST
The products you manufacture, package and ship should be designed to be sustainable. What does that
mean? They should use sustainably sourced and eco-friendly materials. The manufacturing process should
minimize the impact on the environment. Manufacturing products from recycled-content as well as
producing 100% recyclable products prevents utilizing virgin resources and keeps unnecessary waste out of
landfills. How you package your products is another key area. Packaging should be minimal and made from
eco friendly biodegradable materials. Here’s a more complete Product & Packaging Checklist.
Design high quality products that last a long time
Design products for proper disposal or reuse and avoid products that end up in landfills emitting
harmful chemicals into the environment.
Avoid the use of toxic materials
Design for energy and water efficiency
Use product materials that can be sourced locally to avoid long logistics journey on tracks, rail and
ships that emit carbon
Buy back used products for resale
Provide a marketplace for used products
Use compostable, biodegradable packaging
Use packaging from recycled materials
Provide reusable packaging
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PRODUCTS
SUPPLY
CHAIN
ANDCHECKLIST
PACKAGING CHECKLIST
The material and products you purchase have an impact on the environment. Companies should use
vendors and suppliers who are environmentally and socially responsible. They should source products locally
or from the closest source. Here’s the Supply Chain and Procurement checklist:
Purchase durable, as opposed to single use or disposable products
Choose certified eco-friendly products made from 100% biodegradable, compostable, or postconsumer content and those that do not include caustic or toxic chemicals.
Purchase highly energy-efficient equipment and appliances
Purchase products that are recyclable or safely disposable
Be sure what you buy is made from raw materials obtained in an environmentally sound, sustainable
manner
Be sure what you buy is manufactured in an environmentally sound manner
Have your suppliers ship with minimal packaging (consistent with care of the product), preferably
made of recycled and/or recyclable materials
Purchase recycled paper
Purchase reusable plates, cups, cutlery, and kitchenware
Use safe, natural cleaners
Use safe organic pesticides and fertilizers
Source locally from credible and certified businesses
Choose ethical products that support quality working conditions, worker health and safety, and
community prosperity. Look for fair trade labels and other ethical certifications.
Avoid plastic products whenever possible as many plastics are non-recyclable and can break down
into microplastics that threaten wildlife and human health.
Choose efficient products that conserve natural resources and limit waste.
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WATER CONSERVATION CHECKLIST
Water conservation is a simple concept, use less water. This includes changing our habits and processes as
well as conserving water with smart technology (e.g. motion sensor faucets)? Here’s the Water Conservation
Checklist:
Use low flow plumbing fixtures and self-closing faucets; consider EPA WaterSense efficient models (e.g.
toilets, faucets, showerheads, urinals)
Energy Star certified appliances designed to use less water than traditional appliances
Place signs at sinks and water fountains to educate employees to be mindful of their water consumption
Check for and repair leaks including leaky toilets that can result in gallons of wasted water
Shutting off AC units and using fans when appropriate
Monitor and reduce use of continuous flow fixtures
Adjust irrigation system for proper coverage and less runoff and limit hours of irrigation
Switch from periodic cleaning to ‘as required’ cleaning schedule
Replace water-cooled equipment with air-cooled
Install a sub-meter for outdoor water usage to monitor leaks and excessive use
Plant local-friendly, native, drought tolerant plants
Use reclaimed water or harvested rainwater for plant irrigation
Review water bills monthly for indication of leaks
Clean surfaces using dry sweeping methods, where allowed
Reduce water pressure to less than 50 psi by installing pressure-reducing valves
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FOOD MANAGEMENT CHECKLIST
Food waste is a global issue, releasing toxic ammonia-filled leachate and planet-warming methane into the
environment. There are many ways to minimize food waste in the office. Conduct a food waste audit by
characterizing and quantifying waste. Improve kitchen practices and staff habits. develop a food recovery
plan. Source food locally. Here’s the complete Food Management Checklist.
Create a food waste log to keep track of where your food waste comes from, how much and at what
frequency.
Identify and resolve inefficiencies in your operations such as cutting down on orders of items that spoil
too soon or go uneaten.
Train your staff on conservation practices when preparing food to avoid unnecessary waste and to
conserve other resources such as water.
Use local food banks and other nonprofits accepting food donations to recover food
Start a composting program to turn food waste into useful, nutrient-rich soil.
Source food locally and from local farms
Pay attention to use-by dates and avoid spoilage
Inspect all deliveries against the order specification
Keep a close eye on portion control and avoid portions that are too large
Train employees in how to reduce food waste
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TRANSPORTATION CHECKLIST

Transportation includes all aspects of your business including how you receive materials, deliver goods,
commute to work and business travel. This includes looking at what vehicles you use to minimize carbon
emissions. It includes minimizing business and commuting travel. Here is the Transportation checklist.
Keep company vehicles well-maintained
Offer work at home options and/or flexible schedules so that workers can avoid heavy traffic and
idling in traffic
Consolidate suppliers; Arrange a single vendor to make deliveries for several items
Have a company-owned vehicle to provide transportation service (shuttle to and from bus, train, or
metro stops)
Convert company vehicles to low emission ones (electric or hybrid)
Offer electric vehicle charging stations at your business location to encourage both employees and
customers to drive electric vehicles
Chose business locations that are close to public transportation
Encourage employees to walk, run or bicycle to work; offer bike rebates
Enroll in a car share program and/or provide car pool parking spaces
Carefully plan delivery routes to shorten trips and avoid unnecessary trips
Track fuel consumption for your fleet according to make, model, year, fuel type, annual vehicle miles
traveled, and gallons of fuel type for one year
Offset company’s transportation carbon emissions
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COMMUNITY CHECKLIST
As a business, we have a social responsibility to support our local communities and local farms. Employees
can get involved in local projects or environmental causes, events and associations. Your company should
also evangelize green business.
Support your local senior community, for example Meals on Wheels
Volunteering at a local, state or national park! Help preserve nature.
Participate in races, walks and fun runs for causes.
Provide a home or shelter for animals.
Volunteer with your animal shelter to play, walk, and bathe animals
Help local businesses including municipal services like libraries.
Offer your experience and skills, e.g. marketing, accounting, technology to help non-profits.
Support the local youth through coaching, sponsorships and local sumer camp support
Mentor and tutor students
Join the board of local schools, governments and businesses
Be a good citizen and vote; campaign for candidates that support the environment and the social
responsibility of business.
Use social media to educate people on environmentalism and social justice
Make financial donations to charities
Support student fundraisers, Collect and give box tops
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EMPLOYEE CHECKLIST

Do we offer employee training in sustainability? Do we have a green team? Are we creating a green culture?
What’s our level of employee engagement? Do we communicate policies company-wide?
Train employees on sustainability, environmentalism and social responsibility
Launch and manage a sustainability program
Established a “Green Team” or “Sustainability Committee”
Discuss your green solutions with other business owners
Market your green business efforts to existing and potential customers
Adopt an environmental policy statement as a business commitment
Put the right employee and sustainability policies in place
Encourage employees to make suggestions on green business practices
Offer volunteer hours and commit employee resources to implement changes
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FREQUENTLY ASKED QUESTIONS

WHAT GREEN BUSINESS CERTIFICATION OPTIONS ARE
RECOMMENDED?
Here are the most popular and trusted green business certifications that look at an entire company across all
functions. These are ideal for holistic corporate-wide sustainability programs.
ISO 14001, part of ISO (International Organization for Standardization) and its over 18,500 developed
International Standards, is an environmental management system certification. It maps out a framework
that a company or organization can follow to set up an effective environmental management system. An
ISO 14001 certification is well respected and understood in the industry, but it is a major undertaking.
The budget, time and resources required are significant and hence ISO certifications are typically only
taken on by large, mature, well-funded organizations. Here are the three main challenges with an ISO
certification.
An ISO project can run several months and requires certified ISO consultants and auditors, an
expensive endeavor. The potential cost of fines and penalties due to non-compliance is also a
significant factor.
An ISO project will use up lots of internal employee time and take them away from their vital daily
activities. This time can be reduced by having an employee who has completed an ISO 14001
certification in the past.
ISO Projects require the right expertise and knowledge. There are online resources and external
consultants available, but this will obviously lead to more cost and time.
B Corp Certification is an international certification that verifies companies meet the highest standards of
overall social and environmental performance, public transparency and legal accountability. The scope
includes 5 major areas: Governance, Workers, Community, Environment, and Customers. Adherence to
the requirements are assessed and verified by B Lab, a non-profit corporation that certifies B
Corporations.
B Corporation certification establishes very high standards of social and environmental performance,
public transparency, and legal accountability that may be difficult for some businesses to meet.
Companies applying must undergo a rigorous certification process and meet a long list of significant
conditions. The B Corp certification looks at operations, which covers a company’s day-to-day
activities and business models, which must be designed to create additional positive impact.
Unfortunately, not every company has the resources and budget to meet the standards, verify
compliance and complete the audits required. Companies considering B Corp certification can
complete the assessment as a first step to see if they qualify and to better understand their
compliance gap. They may discover that their governance procedures, customer processes and
sustainability practices fall short. But the assessment would not be wasted as it would enable a
company to set future goals and establish a roadmap to compliance.
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Green Business Bureau’s program is a robust program for helping companies of all sizes become
more sustainable and includes the online EcoAssessment and EcoPlanner tools and green business
certification. It includes over 400 green initiatives and EcoPlans to consider and choose from.
The GBB certification is the most automated and guided certification available. GBB’s certification
process is entirely online and initiative based, so a company will receive points for each and every
activity it has completed. Initiatives are very granular and well-defined and the library is designed
to capture your completed initiatives and give you full credit for all your accomplishments. This
even includes initiatives completed before joining the program. As more initiatives are fulfilled
over time, your EcoScore will increase, granting an opportunity to reach Gold and Platinum
certification levels.
Initiatives are organized by the business area they impact, such as building, cafeteria,
transportation or office materials, and further marked by the effort, cost and greening impact of
the initiative. This simple but flexible structure ensures a company can easily target and
implement the efforts that best suit the company’s needs and opportunities.
The GBB seal is well-recognized so member businesses get the positive recognition of their
commitment to sustainability and the environment. GBB provides a collection of tools and
opportunities for member companies to share, differentiate and be recognized for their greening
achievements with customers, prospects, partners, regulators and communities alike. A ‘clickable’
web seal takes customers and employees to a personal sustainability webpage that shows a
business’s certification level, total points, sustainability mission and accomplishments.

HOW LONG WILL A CERTIFICATION TAKE?
Certifications can take anywhere from a few hours to a year. I know that’s a crazy nebulous answer, but it
truly depends on the state of your sustainability program, how green your business already is and what
certification options you choose.
The online EcoAssessment from Green Business Bureau takes an hour or two to complete. If you are a green
business, your EcoScore will reflect that. GBB will schedule time to validate and verify your results and you
can have your online Green Business seal up in no time.
ISO 14001, B Corp and LEED certifications are much more rigorous and involved. There are no lower levels or
entry-level certifications, which means you need to be 100% compliant with all their specifications. This often
requires onsite audits and very detailed analysis and reports. If you are a small business or just starting out,
these options are not likely viable for your business.

HOW LONG WILL A CERTIFICATION LAST?
Most green business certifications last at least one year. In other words, after the first year, your business
needs to be assessed and audited. You also need to pay the annual certification fee again. This is not the
case with Green Business Bureau. Your certification can be extended automatically with a simple online
validation.
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HOW MUCH WILL A CERTIFICATION COST?
Certifications can cost anywhere from a few hundreds dollars to a half million dollars. I know, again,
nebulous answer and wide range, But, again, it truly depends on the state of your sustainability program,
how green your business already is and what certification options you choose.
The Green Business Bureau certification starts at $250 per year. It is online, self-paced and uses guide
software to minimize the need for consultant or outside support.
ISO 14001, B Corp and LEED certifications are much expensive. Since they almost always require onsite
audits and consulting, the billable hours can add up to $10,000 or more. If you are a small business or
just starting out, these options are cheap.
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