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The Helpful Office People

Corporate Social Responsibility




At Monk Office,

We are working hard to build a company
that gives back more than it takes. Being
an island-grown company, we take pride
in providing quality products and services,
but we also take pride in doing business in
a way that the island community benefits.

It has been seven years since we started on
our path towards sustainability. It began
with the formation of the ECO Team in 2006, full of passionate employees wanting to
make a difference. Some of the changes were so simple, others took a lot of effort,
but they all contributed to our 79% reduction in carbon emissions that we see today.
Our company took action in every area of our business where we had an environmental
impact including waste, water, energy, paper and fuel. This journey has changed the
way we do business and has shifted our perspective in every decision we make.

We look at sustainability from a Triple-Bottom-Line perspective, assessing not only
the financial, but the environmental and social impacts as well. These values and new
standards for operating with a lower footprint extend throughout our retail locations,
technical services, distribution centres and offices.

I can truly say that the past seven years of effort has had a positive impact on our
business. Ifeel good about creating a company with strong values; and in the process
we have also reduced costs and are able to donate more to the local community. Our
customers appreciate what we do and how we do it.

This is our first Corporate Social Responsibility Report in which we are disclosing

the sustainability activities of our company and the total carbon footprint of our
distribution centre and central offices. We are proud of our achievements so far

and are looking forward to taking on new challenges. Itis my hope that we can
inspire other local businesses and local communities to work together to protect our
environment for generations to come.

Sincerely,

James McKenzie
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This is our first biennial Corporate
Social Responsibility Report (CSR)
demonstrating our commitment
to the triple bottom line approach
of environmental, social and
financial sustainability. Measuring
and reporting on these metrics
keeps companies accountable and
communities strong.

We believe our customers, employees
and partners should have insight into
what we are doing on these fronts
and what we have done to achieve our
results.

For years, Monk Office has worked
towards environmental and social
sustainability, balancing the needs

of our customers and staff with a
desire to make the world a better
place to live. We have come a long
way in sustainable business, but there
is always more to be done. Itis our
goal to measure, openly report and
continuously improve.
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1951 Opened first store on Broad St.

1978 Flagship retail store at the corner of
Fort and Blanshard

1985 3rd retail store on View St.

1994 Head office and Distribution Centre °
established

1995 Expanded up island Campbell River,
Courtenay, Nanaimo and Port Hardy

1996 IS0 9001 Certification for Quality
Management

2004 Vancouver Island Business of the Year

2007 Launched Eco-team, completed
CRD Water Audit, BOMA Go Green
Certification

2008 IS0 14001:2004 Certification for
Environmental Management

2009 Canadian Office Products Association
National ECO Award

2010 Canadian Office Products Association
National Community Leadership Award

2011 Healthcare showroom opens at the Oak
St. Location

2011 Celebrating 60 years!

2012 Victoria Chamber of Commerce
Sustainable Business Practices Award

2013 EcoStar award for waste reduction

Total Emissions (tcoze)

Quick Facts

2007 2008 2009 2010 2011

2012

Monk (Viewfield Location)
Greenhouse Gas Emissions, 2012

46.8
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Environment

Our commitment to the environment
is demonstrated through action and
accountability. In 2006, Monk Office
founded its “ECO Team” launching a
company-wide movement to improve
our environmental performance. Since
then, our annual Aspects & Impacts
assessments allow us to determine our
biggest impacts on the environment
and plan our efforts to make a
difference.

Each new employee that starts at
Monk has a one hour meeting with

our CEQ, who informs them of our
environmental mission, values and
programs. After the meeting, they are
given a kit containing a reusable mug
and lunch kit to encourage avoiding
disposable containers.

We have seen significant reductions in
our greenhouse gas emissions since
our baseline numbers for 2006. Since
that time, we have reduced the carbon
footprint of our offices and distribution
centre by 79%.

The Results*

* Environmental impact reductions for offices &
distribution centre since Baseline year of 2007

Monk Office is committed to a world in which every
generation inherits a hetter, cleaner earth than the
one hefore it. We expect more from ourselves than
from the soil, and give hack more than we take.

Monk Office’s Environmental Mission Statement




Energy-Saving Actions

Energy .

We quickly discovered that there

were many ways we could reduce our 5
energy consumption in our offices,
distribution centre and retail spaces.

We optimized our lighting systems .
to obtain the best atmosphere

with the least amount of energy.
Equipment upgrades and behavioral
changes further reduced our energy
consumption. Our efforts achieved
significant energy savings and provided
our employees with a better work
environment.
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Overall, electricity use .
has dropped by 17% since

2007 - Enough to power 3.5
Canadian homes each year.

E I ect ri C |tv (kw) The first energy-saving measures were
implemented in 2008 and 2009,

resulting in significant reductions.

2007 2008 2009 2010 2011 2012




Water

We started reducing water consump-

tion by installing dual flush toilets in
our washrooms. We then conducted a
water audit with the Capital Regional
District to find ways to further reduce
our water consumption. This report . .
drew our attention to simple changes Water'saV1ng Actions
like installing aerators on all of our

faucets.

In 2007-2008 Monk Office implemented

a water conservation plan. This was

highly effective in reducing water con- &
sumption and utility costs.

Overall, water use has heen
reduced hy 77% since 2007
saving a total of 2706mé, the
amount of water used hy 22
Canadians in one year.
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Water (m3)
714

2007 2008 2009 2010 2011 2012




Waste

Our greatest accomplishment in waste
reduction was the introduction of a
full recycling program that includes
everything from organics to Styrofoam
and computer parts. Inspired by the
success of our internal recycling
program, we decided to expand it to
include the packaging our customers
receive when they purchase our
products, including shrink-wrap,
cardboard trays and spent toner
cartridges. Lastyear, our customers
returned close to 45,000 cardboard
shipping trays. In 2013, we were Battery Recycling
presented with the CRD EcoStar award

for waste management.

The overall resultis a 98%
reduction in landfill waste.
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Recycling
Wa Ste (kg) Introduced recycling & Compost
compost program mid-2007. P
m Landfill

294,799 m m 363,948 383,963 383,963

400,565

46,800 46,800
46,800 46,800 46,800
| | m il <0133 29,118 9,103 9,103

2006 2007 2008 2009 2010 2011 2012




Paper-Saving Actions

Paper

At Monk Office, we realize that there
is more to responsible paper use
than just recycling. In 2007, a paper
conservation program reduced paper
use through technical improvements
and staff education.

We upgraded our systems to rely less
on paper and more on digital platforms
for both internal and external
communication.

These efforts helped us decrease our
paper consumption by 61% in the past
six years, saving a total of 176 trees
since 2007.

Office Paper (kg)

2007 2008 2009 2010 2011 2012




Gas-Saving Actions

Natural Gas

In 2012 we switched from three natural
gas heaters to one more efficient
system, reducing natural gas usage by
57%. A few behavioral changes reduce
our use by another 6%, resultingin a
total reduction of 63% since 2007.

Natural Gas (&)
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355
2007 I 2008 | 2009 I 2010 I 2011 | 2012
Fleet Actions Fleet Efficiency
. At Monk Office we are constantly

making efforts to reduce fossil fuel
consumption. From purchasing smart
cars to incentivizing customers to
purchase in bulk orders to reduce
deliveries - we are taking action to
reduce our emissions.
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Giving Back

Monk has been doing business on
Vancouver Island for over 60 years and
we believe we can go beyond doing
business well - we can integrate our
business in the local communities that
support us.

For this reason, we have launched
dozens of programs to help local
schools, food banks, charities and
other causes. From donations to
volunteering time and creating unique
programs, giving back is a part of how
we do business.

In 2010, these efforts were recognized
by the Canadian Office Products
Association with the Community
Leadership Award of Excellence, a
national award for leadership.

DONATIONS TO SCHOOLS

Savory Elementary School fire 2011-
replaced school supplies ($7,500)
for students when their school was
damagedin afire.




Brighter Futures

Understanding the importance of
education for both youth and adults,
Monk Office has developed several
support programs for Vancouver Island.
Because we provide supplies to so
many, we are in a position to foster
education and support those in need.
Here are some highlights:

STAFF EDUCATION

Monk Office covers the full cost of any
applicable training staff wish to pursue
and 50% of training that is not directly
applicable to their employment. This
support is extended to the next
generation; Monk Office pays up to $25
per year for school supplies for the
children of our employees.

PALLET PROJECT

Rather than tossing out slightly
damaged or unsalable products, pallets
of supplies in usable condition are sent
to a number of schools in Victoria, free
of charge.

Eco-Incentive
Rebate Program

“We decided to create an environmental
education scholarship to encourage youth

to pursue careers in protecting the planet
! - Debbie Schultz, Monk Office

44

SURROUNDED BY CEDAR SOCIETY:
BACKTO SCHOOL PROGRAM !

Monk Office distributes school
supplies for more than 1,200
children at the Back to School Picnic.
Surrounded by Cedar helps First
Nations adopted children understand
the knowledge of their traditional
customs and culture.
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Helpful Office People

Several years ago, Monk Office
introduced an employer-supported
volunteerism program to encourage
staff to donate their time to the
community. Monk Office provides pay
for one half day per month to each
employee to volunteer for a cause of
their choice. Our goal is to foster a
culture of giving back and being a part
of the community.

In 2012, Monk employees volunteered
a total of 2,715 hours! That is
approximately 20 hours for each
employee. The diversity of volunteer
activities was astounding; from
community fund-raisers to festivals
and beach clean-ups, the Monk Office
family has become deeply integrated in
the community in which we live.

Volunteer Highlights

Lifetime Careers

Our longevity is anchored by our team
of employees. Close to 25% of staff
have been with Monk for over 10
years. Each of these employees serves
as a role model to not only our team,
but to ourindustry as a whole. Their
dedication to customer service and the
environment is what keeps us strong
as a socially responsible company. We
are proud to know that we are not only
creating jobs, but lifetime careers.




Helping Others
Save The Planet

After seven years of dedicated efforts
to reduce our environmental footprint,
we find ourselves in a position to look
beyond our doors to help our partners,
customers and other local businesses .

In The Community

reduce theirimpact.

By helping others
make a difference,
we can reduce the
environmental
impact of our whole
supply chain.

COMMUNITIES

UPSTREAM

(e SUPPLIERS TRANSPORTATION

Encourage suppliers to ship product
using minimal packaging or that which
can be easily recycled or reused to ship
orders to customers

Source environmentally friendly
options for our customers

Support environmental product lines

DOWNSTREAM

RECYCLING
TRANSPORTATION FACILITIES CUSTOMERS

Provide eco-friendly products at
comparable prices

Customer recycling programs include
streams for all packaging materials
Customer incentive program to reduce
total number of deliveries

Provide support for customers that
develop their own ‘eco programs’
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Thank You!

The Monk Office “ECO Team” was
created in May 2006 and consists of
dedicated members from all areas

of the company. The team identifies
objectives and goals where Monk
Office staff can have the most impact
and oversees the communication plan
and initiatives. Their seven years of
passion and commitment has brought
us to where we are today.

Starting with a simple recycling

Monk Office Eco-Team

Debbie Schultz

Janice King
Executive Assistant Director of Retail

initiative, there are now multiple
eco-programs integrated throughout
Monk Office with measurable goals
and objectives reported openly on our
website, ensuring we are accountable
with all of our programs. Together,

we are leading the way in sustainable
business practices.

Suzanne Hamilton
Contract Support Administrator

Emily Miller

Marketing & Communications Director

Randal Nichol

Director of Operations




Looking Ahead

We have come a long way but there
is still a long way to go and we are
excited to have a passionate team
ready to take on some new goals:

* Continue to reduce carbon
emissions (5% per year)

e Increase scope of carbon footprint
toinclude retail shops and
deliveries and staff commuting

* Organize volunteering days
including invasive species removal
and beach cleans

*  Work with the VIATeC Sustainability
Roundtable to introduce a
Sustainable Business Award to the
VIATeC Annual Awards

e Host an event to educate other local
businesses on sustainability

* Host sustainability tours

* Continue to source products with a
lesser environmental footprint

* Educate consumers about green
product choices and recycling
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14007 COPA

1.1S0 14001:2004 CERTIFICATION 5. CANADIAN OFFICE PRODUCTS ASSOCIATION

We have been IS0 14001:2004 certified since (COPA) AWARDS

June 2008. The Monk Office Environmental We were awarded the COPA National Green

Management System addresses the impacts Program of the Year (2008 and 2009) for the

of processes, services and products on the development and launch of our Environmental

environment and enables us to identify the Management System

environmental impacts of our activities,

products and/or services. 6. CANADIAN OFFICE PRODUCTS ASSOCIATION
“Community Leadership Award of Excellence”:

2.150 9001:2008 (Quality) 2010

Achieved certification in 1996 and are audited

annually by Intertek. Passed each annual 7. CANADIAN OFFICE PRODUCTS ASSOCIATION

audit “Marketing Award of Excellence”: 2011

THE
CHAMBER.

GREATER VICTORIA
CHAMBER OF COMMERCE
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3. BUILDING OWNERS AND MANAGERS 8. GREATER VICTORIA CHAMBER OF
ASSOCIATION (BOMA) COMMERCE
GO GREEN CERTIFICATION Business Sustainability Award: 2009

We have been GO GREEN certified since
December 2007. This program addresses five 9. GREATER VICTORIA CHAMBER OF
categories of environmental responsibility in COMMERCE

building management and operation: Resource  Business Sustainability Award : 2012
Consumption; Waste Reduction & Recycling;
Building Materials; Interior Environment;
Tenant Awareness.

Canadian Association *EEDStar

of Family Enterprise AWARDS

Vancouver Island Chapter

Passionately Committed to the Success of Families in Business|

4. CAFE VANCOUVER ISLAND 10. CAPITAL REGIONAL DISTRICT (CRD)
Family Enterprise of the Year: 2009 Ecostar Award for Waste Management- 2013




WE
SUPPORT
OUR

COMMUNITY
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