MONTGOMERY PARKS

How to Host a Sustainable
Internal Event

Before the Event

O Set a waste reduction goal that can be easily measured.
® Example: Divert 80% of the event’s waste from the landfill by composting and recycling. Measure
success through weight or volume (number of trash bags).
® Remember to set a reasonable goal and work to improve upon it after each event.

O Determine what data you plan to measure and how you will collect the data.
® View the Sustainable Event Guide - Data Collection Form to see what information the Sustainability
Team requests after an event.

O Follow the four Rs of sustainable waste management: Refuse, Reduce, Reuse, and Recycle/Rot.

® Refuse: Don’t buy items that can’t be recycled/reused or are unnecessary. Review Appendix B for a
list of refusable items.

® Reduce: Minimize wasteful consumption. Only purchase necessary items; borrow items from other
sections.

® Reuse: Reuse items from previous events such as tablecloths, serving platters, decorations, and
signage. Create signs that don’t use specific dates or use a patch to update dates.

® Recycle/Rot: Make sure any disposable items can be recycled or composted. Provide bins with
proper signage and inform guests on how to properly sort waste. Most plates, cups, and disposable
flatware cannot be recycled, so provide compostable options.

Garbage, which should be re-designated as “landfill”, is the least preferred option.

O Choose a location for the event that is accessible.
® Encourage public transportation or carpooling in a commission vehicle or Lyft for Business.
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O Choose a venue that has the infrastructure to support minimizing waste.
® Are recycling bins available at this site?
« Allindoor facilities have recycling and trash receptacles.
» For outdoor events
+ Recycling bins in the parks are only for comingle materials (plastic, glass, and metals),
they do not accept mixed paper.
« If the site does not have recycling bins, bring your own and discard into a designated
recycling receptacle after the event.
® |s there an area on-site to wash reusable items?
® |s water available?

O Purchase reusable event supplies.
® Platters, drink dispensers, serving utensils, decorations, nametags, etc.

® Over time compile these supplies and build a zero-waste kit that can be stored at your office
facility, or travel to events you host.

O Create Resource Recovery Stations: A Resource Recovery Station consists of three bins labeled Landfill,
Recycling, and Compost/ Organics.

® |[tis recommended to have one station per 100 people.

® At larger events, assign staff to monitor the station and educate attendees on what waste goes
where and why.

O Compost: Utilize Pope Farm which accepts compostable dishware and all food waste.
® Make sure to first acquire compostable items like napkins, plates, cups, and utensils.

® Review Appendix A for instructions on how to compost at Pope Farm and a list of compostable
dishware.

O Select afood vendor who uses
sustainable practices such as:

® |s alocal and/or small business.

® |s willing to work with you to
achieve your sustainability goals.

® Has reduced food packaging and/or
no plastic packaging.

® Avoid boxed lunches and opt for
buffet style.

® Provides reusable or compostable
dishware options, or lets you
provide your own

® Full-service catering often can
provide reusable dishware for an
upcharge.
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O Be mindful of event giveaways: Are
they necessary? If so, select reusable/
practical items made of sustainable
materials that can support a
sustainable lifestyle, examples:

® Gift cards to a local business or
restaurant.

® Travel reusable utensil sets or
straws.

® Reusable shopping bags (made
from recycled cotton or plastic)

® Reusable produce bags
® Indoor herb garden kit
® House plants

® Reusable tumblers or water bottles (preferably made from non-plastic materials)

O Use digital event invitations that instruct attendees to bring their own reusable water bottle, food
containers for leftovers, and encourage carpooling.

During The Event

O Set up Resource Recovery Stations and signage near exits and food service.
O Arrange reusable and compostable items needed for food service and decorations.
O

Make an announcement at the beginning of the event that it is a sustainable event. Make note of the
sustainable features of the event and quickly inform attendees of waste stations and waste management
protocols.

Consider assigning staff to each waste station as educators.

Assign at least one or more staff as waste collectors to pull bags from receptacles before they overflow
and weigh or count bags to determine how much waste was diverted from the landfill.

If needed, assign at least one staff member to oversee recycling and/or compost drop off.

Check food service and monitor the level of food waste 15 minutes before the end of the meal. If there is
left over food, encourage staff to take food home.

After the Event:

O Measure and record the amount of waste your reduction efforts diverted from the landfill.
O Communicate your success with attendees and the Sustainability Team.

® Fill out the Sustainable Event Guide - Data Collection Form - Share how much waste was reduced
using reusables, how much was composted/recycled, and how much was avoided.

® |nclude photos as well so the Sustainability Team can highlight your efforts Department-wide.

OO0 OO

O Reflect on what worked well and what you could improve the next time.
O See Appendix A for instructions on dropping compost off at Pope Farm.
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Appendix A (Composting
Internal staff events can utilize Pope Farm for composting. Please note this is not an option for
public events.

How to compost at your event:

Ensure you have a collection bin, bags, and signage for the
compostable materials from your event.

® Bin: Use a green bin to make it clear which bin is
composting.
A 23-gallon bin works best.
® Bags: The most sustainable option would be to not
use a bag — but if that is not possible, consider a
compostable plastic bag, or a clear plastic trash bag.
~ "\ eSignage: Create signage with photos of the items you
will have at your event, but if that is not possible, use
one of our template signs.
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Appendix A (Composting)

() Purchase compostable disposables for your event. While Pope
Farm does accept compostable plastics, those items do take longer to
break down. Below are some options listed from most preferable to
least preferrable:

® Compostable Silverware

« Bamboo cutlery: Bamboo is a natural, renewable resource,
and its production process is low impact.

« Wooden cutlery: Wooden material is not as sustainable as
bamboo but is 100% biodegradable.

+ Compostable plastic cutlery: Look for BPI (Biodegradable
Product Institute) or CMA (Compost Manufacturing Alliance)
certification prior to purchasing. Often a cheaper option than
bamboo or wood.

® Compostable Plates

+ Palm leaf plates: Made from naturally fallen palm leaves and
have a low environmental impact. However, these plates are
more expensive than other compostable plates.

+ Bagasse paper plates: These are timber-free paper plates
made from bagasse. Bagasse is industrial ‘waste’ product
from processing sugarcane.

« Bamboo paper plates

« Compostable paper plates: Paper is made from typical
processes, but this plate is still fully compostable.

® Compostable Bowls:
+ Bagasse paper bowls

« Bamboo paper bowls
e Compostable Cups:
+ Bagasse paper cups: Can be used for cold or hot drinks.

« Bamboo paper cups: Can be used for cold or hot drinks.

 BPI-certified compostable plastic cups: Sometimes can be
a cheaper option. Look for BPI or CMA certification prior to

purchasing.
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https://www.amazon.com/GreenWorks-Compostable-Heavyweight-Disposable-Biodegradable/dp/B0718ZFXB2/ref=sr_1_1_sspa?crid=1XR7PMW7N12ZT&dib=eyJ2IjoiMSJ9.dT-f2ms094tT6QcLg7EK8BY7NpPTWCFSSBC7cIYEbEP0C4SffFHmfiilmRRXrMoZLc3mudv9vCgTdL9lJSLejxrLk-bTmMWtND46jdq--A4OPj1iI5MiZIIbGCWir1V3mHI2ktaRSNgAOBmYAQ5ej3lZn-7EzevztWIH1gFkQAcZkMG1RuFr08RVAFvu0qQRfuXlfbrJzrgIWdFhI7MgjUwPMfbJp_CQnsG_EkNS7BnPF-W0A-oyejiv-IUzz_xjDwbk91pv23N5vGeVetT1VJMu1m24Xh9ZgVsBkVY52j8.A1100gey52byecWHNbOANbK1b_Ey07xjbDQyM6HmsDk&dib_tag=se&keywords=compostable%2Bsilverware%2Bbpi%2Bcertified&qid=1717429819&sprefix=compostable%2Bsilverware%2Bbpi%2Bcertified%2Caps%2C113&sr=8-1-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&th=1
https://www.amazon.com/ECO-SOUL-Compostable-Biodegradable-Eco-friendly/dp/B08MYJWQ8T/ref=sr_1_2_sspa?crid=2ND4W00119FMZ&dib=eyJ2IjoiMSJ9.CwChYjuuC1AGAy1PAqUmJQhz2p8wFYZkASVHg1ooQmXrdkXsyz6UoKoxPpgMxGc-l_q4rNXUpbVWpXrt7NNRb8ReCVAyXt8eB1ukY79BFO5DWDMiGBZxXpnkLqPaUtAY9Je5r1kPS4cE-iSNxukRyYBpZOBi7WQ2H7vC57rfp8pRXfk8_LwzOSvqf8bAG9iSEqWGPHWPuFFFZOOVmG1j8Eq-Dqh8WfJlJa1pqf3_h18Ir36-RE7HzLTysHTygJ-ZKarmC95dw6D1aXdoR7Pee1Fx_ApmMMRKgkopoEVnQh0.GSQiG77j7ueJEQrPUcrY14xqoHThBrQO1-Nz5OUGKP8&dib_tag=se&keywords=compostable+plates&qid=1717430078&s=home-garden&sprefix=compostable+plates%2Cgarden%2C167&sr=1-2-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1
https://www.amazon.com/ECO-SOUL-Compostable-Disposable-Eco-friendly/dp/B0B2K599GD/ref=sr_1_3_sspa?crid=2ND4W00119FMZ&dib=eyJ2IjoiMSJ9.CwChYjuuC1AGAy1PAqUmJQhz2p8wFYZkASVHg1ooQmXrdkXsyz6UoKoxPpgMxGc-l_q4rNXUpbVWpXrt7NNRb8ReCVAyXt8eB1ukY79BFO5DWDMiGBZxXpnkLqPaUtAY9Je5r1kPS4cE-iSNxukRyYBpZOBi7WQ2H7vC57rfp8pRXfk8_LwzOSvqf8bAG9iSEqWGPHWPuFFFZOOVmG1j8Eq-Dqh8WfJlJa1pqf3_h18Ir36-RE7HzLTysHTygJ-ZKarmC95dw6D1aXdoR7Pee1Fx_ApmMMRKgkopoEVnQh0.GSQiG77j7ueJEQrPUcrY14xqoHThBrQO1-Nz5OUGKP8&dib_tag=se&keywords=compostable+plates&qid=1717430078&s=home-garden&sprefix=compostable+plates%2Cgarden%2C167&sr=1-3-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1
https://www.amazon.com/Ibambo-Disposable-Bamboo-Paper-Plates/dp/B0CZPJ5H8P/ref=sr_1_15_sspa?crid=2ND4W00119FMZ&dib=eyJ2IjoiMSJ9.CwChYjuuC1AGAy1PAqUmJQhz2p8wFYZkASVHg1ooQmXrdkXsyz6UoKoxPpgMxGc-l_q4rNXUpbVWpXrt7NNRb8ReCVAyXt8eB1ukY79BFO5DWDMiGBZxXpnkLqPaUtAY9Je5r1kPS4cE-iSNxukRyYBpZOBi7WQ2H7vC57rfp8pRXfk8_LwzOSvqf8bAG9iSEqWGPHWPuFFFZOOVmG1j8E776lc0PksWdX3zlUGsICu23ua56Q0W_RS5bRivqNh85OK15Yopv2d6wHV0iBJ_3FOJ4xFx1NWT73mxUrmYEmg.fW78sGqN2at5s_BWzlB9ipXhDVHmwnw0in7z5QG34lg&dib_tag=se&keywords=compostable+plates&qid=1717430853&s=home-garden&sprefix=compostable+plates%2Cgarden%2C167&sr=1-15-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9tdGY&psc=1
https://www.amazon.com/Hefty-ECOSAVE-Compostable-Paper-Plates/dp/B08X6RS787/ref=sxin_16_pa_sp_search_thematic_sspa?content-id=amzn1.sym.8e63b669-02c4-4b0b-bc26-cc47ce4662a5%3Aamzn1.sym.8e63b669-02c4-4b0b-bc26-cc47ce4662a5&cv_ct_cx=compostable%2Bplates&dib=eyJ2IjoiMSJ9.86RntRpc3xKrT5nNoF1TFLYGMko0rjdPv7uOJCpTa4srRhDKoCa1YKYCnDX3umMzCeVUojbnmzoqUjrSgFTssA.4tnHgahrnG-n549OoyoIPbWR_8YciIgel9vkc0sqHnI&dib_tag=se&keywords=compostable%2Bplates&pd_rd_i=B08X6RS787&pd_rd_r=ca632905-3e06-4d48-8fa4-147e1ff86ef8&pd_rd_w=44NFA&pd_rd_wg=QCdMb&pf_rd_p=8e63b669-02c4-4b0b-bc26-cc47ce4662a5&pf_rd_r=J3D6TB8FW7TKVX0ZG7QG&qid=1717431060&s=home-garden&sbo=RZvfv%2F%2FHxDF%2BO5021pAnSA%3D%3D&sr=1-1-364cf978-ce2a-480a-9bb0-bdb96faa0f61-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9zZWFyY2hfdGhlbWF0aWM&th=1
https://www.amazon.com/oz-Paper-Bowls-125-Pack-Biodegradable/dp/B07X5265HW/ref=sr_1_1_sspa?crid=1E69R5XBD815F&dib=eyJ2IjoiMSJ9.y9NdrbWzxNo9jpxm_RTEYehkmBHU2PSIrP0NvXg4sgNkrLhj3V4c9r6U6LPg6DbyYyGJs6tC6jJ_myTgwUCSUdbRbBEFB3_8r4Q8S-y8spJOhPliS8S9pcrNlm_ICB57tAlEF7D6_9KwcLlQ43W3uQ64iEKOgHJxShrJ8PykMgkZJ8vZXRyZ31MEU1yQyRIkkALOHWbITPU9ClH1fPkFsLYTZffR7lbWl30crz5ZZ94YbE_EDWKwlvqBZ9I9ArGatKvCdBg-WdtLsPFfi029QAsFVbK_512CuZVyHSc0d_Y.XUiXxzv0TMKJNDGwRFYwtPOFSi8RUzIAOxUrX3ceTU0&dib_tag=se&keywords=compostable+bowls&qid=1717431217&s=home-garden&sprefix=compostable+bowls%2Cgarden%2C183&sr=1-1-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1
https://www.amazon.com/Earths-Natural-Alternative-Compostable-Bowls/dp/B089KVQ2DL/ref=sr_1_33?crid=1E69R5XBD815F&dib=eyJ2IjoiMSJ9.JqyjJ0fxn0tEQLS5-go437D0c1H6wDcS1pJAyIasBKexYqhuTCLXbwSXYd9Z4OIaPhXXbvS5M2nu2vqFBc2o4iRw9kBX36TzDZU7hoJNM1Z4irIiCtflAvozWdxcKDrorXZadCVlrksMXmGokJSbd-az---_HvBndXKe90VE6ELs3YTj8K7EudG9L6jVoIIOXlJFIXiTWkAYUMsAGpLzQEBbk1w8-4nEuRYc9swFo-Zti-oRvQ77pcX7ytInbl_JxGPY1k4CmKZxQqe84aCw9Cv58QEic9NfA6FMx0YM_VQ.YDfHIv1lnDIPvJRkPifPkczEJWjRUu_FnOzIuKVLj10&dib_tag=se&keywords=compostable%2Bbowls&qid=1717431581&s=home-garden&sprefix=compostable%2Bbowls%2Cgarden%2C183&sr=1-33&th=1
https://www.amazon.com/Compostable-Drinking-Cups%EF%BC%8CUnbleached-Bagasse-Biodegradable/dp/B0963BCLDX/ref=sxin_16_pa_sp_search_thematic_sspa?content-id=amzn1.sym.8e63b669-02c4-4b0b-bc26-cc47ce4662a5%3Aamzn1.sym.8e63b669-02c4-4b0b-bc26-cc47ce4662a5&crid=1HHI9HWYTFVH0&cv_ct_cx=compostable+cups&dib=eyJ2IjoiMSJ9.ypIt9uB-ZaONhGJ3EH-rRyeLx6gpxUooIs5QT2yJf6H0CvkTLATjKPaOU6CS5DuVZ-cXDOnzfADQOPC_0OFsLA.iG184NUdAgIdXME23rwLhYDcJ4gjC2hh7whybHNBfkg&dib_tag=se&keywords=compostable+cups&pd_rd_i=B0963BCLDX&pd_rd_r=ee98cf96-3abc-4121-8c62-808c0c7f83cb&pd_rd_w=pZkob&pd_rd_wg=UYHo8&pf_rd_p=8e63b669-02c4-4b0b-bc26-cc47ce4662a5&pf_rd_r=7NKZKFSN4P2VEAME4SME&qid=1717431748&s=home-garden&sbo=RZvfv%2F%2FHxDF%2BO5021pAnSA%3D%3D&sprefix=compostable+cups%2Cgarden%2C140&sr=1-2-364cf978-ce2a-480a-9bb0-bdb96faa0f61-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9zZWFyY2hfdGhlbWF0aWM&psc=1
https://www.amazon.com/Earths-Natural-Alternative-Compostable-bamboo/dp/B08GKXZ25G/ref=sr_1_1_sspa?crid=1HHI9HWYTFVH0&dib=eyJ2IjoiMSJ9.QvcznJ_Y8TGwpOZlG4Amcxw4BwmPUzRr11RGb0_c_QaWx1Tjs5q_2w22g238LQVvHye4J2r5utg7y-hskEe0F8FTDuAqT3jPMOaq86rCqNCW4y__N-OWA8mnM5rqqpVvypWa9y9KXFLj1zvdcArK5Iunmt_Nb-3IeJgDqlWlgrSAQJYKw98oG4lQ7nZb_VVBUbp5x1-MRg86rak5u8LqzoIoPFgQ9DAjtjcWo9D206uIt9bw7yBRQSHl366_n7hwXgwSJ2ceR9_rJI3cswLV5qav2WJw6yu7xBKo1ZMkbsU.sZq6ml63bG8rngMlLAmRIfhBI3PoIdP3_ezt7UWJ214&dib_tag=se&keywords=compostable%2Bcups&qid=1717431748&s=home-garden&sprefix=compostable%2Bcups%2Cgarden%2C140&sr=1-1-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&th=1
https://www.amazon.com/GREEVIRO-Compostable-Plant-Based-Disposable-Gatherings/dp/B0BY7BCYDG/ref=sr_1_4?crid=FWYG94Q20D1A&dib=eyJ2IjoiMSJ9.OxkrH_8-wh8DTBCaM53ts7Xd78HqIyDCJ2z_CuMQ5tBT-MWT0o66YSE_M-BcLPJ4AAhyzmTL2P9aultcFVgXZVr-7nT_vM_axFRp3aM0Ug5CQaUktIlX1_pb5gMMkSfnCNvSSyb67BKp6TDwGdYzsht0pOFQqqG5O2pbvO7RsfyayOrJA2uJIMj7q3BDYXQlAWDlBjKINzzfQlfembl-BEsRKPWhpkUE6NEdi7TB94TlwxfbE8SkPRaXQI9ay6g7cLF9z_3vr60Kj3kDVOjWmt4SDoybSFPBuGzQ5uUppQE.81L8ca6E4FHTOgte7aXP1nRHM7F6TeIlnEk2eXACkbA&dib_tag=se&keywords=compostable%2Bcups%2Bbpi&qid=1717432062&s=home-garden&sprefix=compostable%2Bcups%2Bbpi%2Cgarden%2C268&sr=1-4&th=1
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Appendix A (Composting)

O Collect compost at the event. Make sure there is no contamination in
the compost bags.
Acceptable items include:
® All food waste, including meat, dairy, and animal bones
® Compostable dishware
® Wooden stirrers
® Used napkins

O Drop off the compost at Pope Farm (7400 Airpark Rd, Gaithersburg,
MD 20879) during these hours:
Monday thru Friday from 7am to 3pm. Event compost drop off is in
the green waste processing area.

® When you enter Pope Farm, keep going
straight past the nursery. Once the road
i : curves you should see large mulch piles.
— Make a left down the dirt road. Once you
bl ¥ ¢ reach the office you should see a wooden
= crate with two large green trash cans.

the staff will empty the contents into the pile
and throw away the plastic bag.
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Appendix B (Items to Refuse)

X Unsustainable giveaways

.

X Single-use plastic items: X Single-use plastic decorations:
X Water bottles X Disposable tablecloths
X Straws X Rubber or mylar balloons
X Cutlery X Confetti
X Cups X Signage or banners

The Maryland-National Capital Park and Planning Commission | Montgomery Parks



	How to Host a Sustainable Internal Event 
	Before the Event 
	During The Event 
	After the Event: 
	Appendix A (Composting)
	How to compost at your event: 
	Ensure you have a collection bin, bags, and signage for the compostable materials from your event. 


	Appendix B (Items to Refuse) 




