Magazine Subscription Cancellation How-To
If you know of a department that is throwing away unread magazines, you can help reduce paper waste by doing the following:
1. Discuss the initiative with office administration. Point out that there is a lot of paper waste being generated and that you would like to help reduce it.
2. Personalize and send out the first email found in the ‘Email Templates’ document in the toolkit to relevant office administration and staff.
3. Personalize, print and cut out the ‘Magazine Tags’ found in the toolkit, and obtain paperclips for attaching them to incoming mail.
4. Instruct the person in charge of incoming mail to attach the tags to incoming magazines before placing them into mailboxes. Make sure there is a nearby mailbox or other clearly marked collection box where unwanted magazines can be dropped.
5. Once you receive requests, begin calling companies to cancel subscriptions to unwanted magazines. Contact information for the magazine can be found in the publication or online by searching the magazine’s title. 
6. [bookmark: _GoBack]If the magazine wants first person verification for cancellation, use the second email in the ‘Email Templates’ document in the toolkit. Ensure that the magazine title, address, and name of the physician are correct. Send this email to the physician (or other staff member whose name the subscription is in) to forward to the magazine.
7. Record all cancelled subscriptions in the tracking template.
Any questions can be directed to Samantha at Samantha@greenhealthcare.ca.


