TO:

FR:

DT:

RE:
OUR COMMITMENT TO RECYCLING AND WASTE REDUCTION

(NAME OF COMPANY/ORGANIZATION) is fully committed to participating in our community’s award-winning recycling and waste reduction program.
Recycling turns materials that would otherwise become waste into valued resources again, and generates a host of environmental, financial, and social benefits. When our company recycles or reduces waste, we:

· Conserve natural resources for our children’s futures
· Promote cost-efficiency by reducing our waste disposal costs and reducing our expenditures
· Set an example of environmental responsibility to others

Please consider the materials that are generated each day in our workplace and how they can be recycled or reduced to enhance our efforts to minimize waste disposal costs and become more efficient. Working together, our efforts can really add up.
Your suggestions to improve the recycling and reduction program, as briefly outlined on the back of this memorandum, are welcomed. 

When it comes to recycling, our community is a national champion.  Since 1990, through efforts like yours, we’ve recycled over 9 million tons of material in Onondaga County.  Let’s make sure that number continues to accelerate to 10 million and beyond!
Our Commitment to Recycling

Recycling receptacles and /or collection areas with appropriate signage will be established to collect the following materials: 

1. Paper, including:

	· White paper
	· Junk mail
	· All envelopes
	· Catalogs

	· Colored paper
	· Newspapers
	· Magazines
	· Folders


2. Plastic bottles with a number 1 or number 2 on the bottom

3. All food and beverage cans

4. All clear and colored glass food and beverage bottles

5. Gable top milk and juice containers

6. Corrugated Cardboard
Remember, not everything is recyclable; 
some items must go in the trash in order to have a clean recycling stream.
Questions concerning whether a certain item is required to be recycled should be directed to _____________________.

Our Commitment to Waste Reduction

NAME OF COMPANY/ORGANIZATION is also committed to reducing the amount of waste materials generated in the workplace. Almost all materials are designed to withstand much more than a single use. Employees are encouraged to utilize the following waste reduction practices:

· Double side printing and photocopying whenever possible.

· Run draft copies on scrap paper.

· Share magazines, periodicals, and newspapers.

· Replace disposable items with reusable items (especially in the breakroom).
· Use e-mail to exchange documents and memos instead of printing or faxing.

· Share materials and circulate single copies of documents, newsletters and magazines among employees.

