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THE APPROACH
There are three common approaches to conducting a 
waste audit. An organization may require just one of 
these approaches or a combination of the three. Factors 
such as facility size, complexity of waste streams, time 
and commitment from volunteers, and the organization’s 
waste reduction goals will help determine the most 
suitable approach.

 
Records Examination A review of the organization’s 
purchasing records, current recycling practices (if any), 
and waste disposal services and contracts. 

Facility Walk-Through A visual assessment of the 
organization’s activities and waste generation throughout 
the facility helps estimate the types of waste generated. The 
walk-through would focus on waste-generating activities 
and equipment and current waste removal practices. 

Waste-Sort Sorting and weighing a sample collection of the 
organization’s waste materials over a specified period of 
time. The sample should identify each type of waste material 
and provide a quantified estimate of the organization’s total 
waste generation. 

A waste audit involves assessing the waste generated by your organization to determine the sources and amounts of waste 
that is disposed. A waste audit will provide baseline data to help you determine priorities and establish waste reduction 
recommendations. A waste audit is a valuable step in managing your organization’s waste in a more environmentally friendly 
manner, while helping reduce waste disposal costs. Every organization generates different sources of waste; therefore, waste 
audits should be modified according to the organization’s needs. A large administrative office will generate waste differently 
than a medical clinic or a small retail business. In addition to assessing an organization’s waste sources, a waste audit should 
examine the current waste reduction practices and evaluate the effectiveness of these practices.

WASTE AUDIT

In an office of 20 employees, you may be producing 
up to 2,200 kg of trash per year. With a beverage 
container recycling program, that number could 
be reduced to 2,187 kg. With the addition of a 
composting program, your waste could be further 
reduced to 1,897 kg. If your office decided to start a 
paper and cardboard recycling program, your total 
waste for the year could be reduced to 217 kg – 
that’s a 90% diversion rate!
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REQUIREMENTS 
n	 An individual within the organization to lead  
 the process
n	 Support from management
n	 A team of committed individuals to conduct the  
 audit and calculate results 

EQUIPMENT 
n	 Rubber gloves
n	 Extra garbage bags for sorting materials
n	 Weigh scales (to weigh garbage bags or containers)
n	 Waste Audit Worksheet for documentation/calculation 
 (see sample sheet)

THE ASSESSMENT 
Determine if the entire organization’s waste will be assessed 
or if the waste audit will focus on specific departments or 
areas within the organization. Each area of the organization, 
such as the cafeteria, copy room, administrative offices, and 
shipping and receiving, will have different waste streams 
and create varying waste reduction challenges. 

RECORDS EXAMINATION 
n	 Examine records on current waste collection costs,  
 recycling costs and revenues, and equipment costs  
 for relevant items such as collection bins and bags.

FACILITY WALK-THROUGH
n	 Inform department managers and staff about the  
 walk-through, and request that any pertinent  
 information regarding waste disposal within the  
 department be disclosed to the waste auditors  
 (e.g. supply deliveries; new equipment purchases). 
n	 Schedule the walk-through at the end of the day  
 or before garbage removal to get an accurate  
 representation of the waste generated. 
n	 Observe the types of waste generated. Use the  
 Waste Audit Worksheet to record estimated weights 
 and quantities of waste items.

WASTE-SORT 
n	 Determine the necessary time required to get an 
 accurate representation of the organization’s waste. 
 For example, if waste is collected daily in a large  
 administrative office, the waste auditors may  
 choose to assess waste for 5 days to get an  
 accurate sample. However, if a small retailer’s  
 waste is collected weekly, the auditor may choose to 
 conduct one assessment at the end of the week. 
n	 Collect the waste to be sorted and weighed.  
 Record the waste audit date(s).
n	 Define categories for sorted materials such as:  
 paper, cardboard, beverage containers, plastics,  
 glass, metal, and food waste. Gather and label  
 containers for sorting.
n	 Weigh empty sorting containers. 
n	 Place sorted materials into appropriate containers. 
n	 Weigh sorted materials and record in the Waste  
 Audit Worksheet (subtract the weight of the  
 container from the total weight).
n	 Continue the waste collection and sorting  
 process for the predetermined period of time.

Typical office building waste composition 

Source: Federal Office Building Waste Composition, 

Public Works and Government Services

67%  Recyclable Paper

1% Metal Cans

3%  Plastics

4%  Glass Bottles

5%  Other

9%  NR Paper

11%  Organics

0%  Hazardous
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ANALYZE DATA & MAKE RECOMMENDATIONS
The waste audit data can be calculated after the  
waste has been sorted and recorded. 
n	 Calculate the total weight of each waste source. 
n	 Calculate the annual weight of each waste source. 

EXAMPLE: 
Company “A” collected 6 kg of organic waste during their 
5 day waste audit. The company determined that there 
are 250 work days in one year (after subtracting holidays 
and weekends). Using the equation below, it is determined 
that Company “A” will produce 300 kg of organic waste in 
one year. Weight of organic waste for 1 year (250 days) =  
6 kg/5 days X 250 days = 300 kg/year.
n	 Prepare graphs for visual representation of the  
 waste streams and analysis of the data (weekly,  
 monthly, and annual graphs are all helpful when  
 setting targets). 
n	 Make waste reduction recommendations to  
 management or the Greener Future Team based on  
 findings and set achievable goals. 
n	 If there are high levels of organic material in the  
 waste stream, recommend on-site composting or 
 organics collection by a service provider.
n	 If there are high quantities of paper in the recycling  
 bins and garbage bins, recommend paper  
 reduction initiatives and paper recycling education.

WORKING GREEN
The Frito Lay distribution centre in St. John’s 
was extremely motivated to take on the Zero  
Landfill Program initiated by Frito Lay Canada –  
a program designed to divert as much waste 
from the landfill as possible. When they started 
this challenge in 2009, they were sending 43%  
of their waste to the landfill. Now, they have 
reduced this number to 11% by implementing 
a variety of recycling programs – beverage 
containers, paper/cardboard, and metals. They 
decided to take it one step further by donating 
their stale chip products to a local farm to be 
used as pig feed and by sending all cardboard 
boxes back to their plant in Nova Scotia for 
reuse. This local company is on their way to 
winning the challenge! 
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Organization:  _______________________________________________________________________________________ 

Department / Area of Focus:  ___________________________________________________________________________

Today’s Date:  _____________________  # Days Audited: __________________  # Annual Workdays: ________________ 

   _____ Total weight of waste material (kg)  

WASTE MATERIAL WEIGHT (KG) SOURCE OF WASTE

Food Waste

Plastic

Glass

Metal

Paper

Cardboard

Boxboard

TOTAL WEIGHT

WASTE AUDIT WORKSHEET 
Complete a new table for each day of the waste audit. Add specific waste materials to the spreadsheet, if required. Using the 
formula below, calculate the annual weight of each waste material and analyze the data. 

   _____ # of waste audit days 
X   _____ Total workdays per year  =  _____ Total weight of material per year (kg)       

Waste Formula: 

 


