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		Recycling at “PUT YOUR COMPANY NAME HERE”
Update 11/2006 

Recycling Pickup Request Form 

The following are recycled in shipping:
Styrofoam:
Styrofoam is recycled in a large box in shipping. Styrofoam “peanuts” can be reused and are located in another box. Inquire with shipping.
Cardboard:
Please leave boxes to be broken down in your hallway or even better, the shipping room (Shipping would appreciate it if you could break down the boxes first.)
Batteries:
You can mix all types of batteries and recycle them in the green recycling bucket labeled “batteries”.
 
 

 
Each coffee area should have bins for the following, as needed: 
 

Recycling pick-up requests are placed via an online form located on the company’s Intranet front page. Please use this form at all times. Pick-ups can be delayed by up to a week or two due to manpower shortages. Please be patient. We ask that you do not empty your recycling materials by yourself. Thanks!
Paper:
White and colored paper can be combined to recycle. Junk Mail, Phonebooks, Books (soft and hard cover), Chipboard, Manila folders, Posters, Spiral notebooks, Glossy paper, Labels, Newspaper, Magazines, Post-its and Envelopes with plastic windows can be recycled. Please make double-sided copies when possible. There should be recycling bins next to each copier.
Please note: paper clips, staples, rubber bands and wire spirals do not need to be removed, however, large removable metal binder clips and binders must be removed. Anything that has touched food (e.g. pizza box) cannot be recycled.
 

Aluminum:
Aluminum foil, coffee wrappers, and cans (soda, soup, etc.). Please make sure everything is rinsed. No lids, please.
Glass:
Clear and colored glass (please rinse). No Pyrex. Small, broken pieces of glass should be recycled in the Sharps Containers (see below).
Plastic:
Polypropylene: # 5 - Semi-flexible, translucent plastic. Yogurt and cream cheese containers, etc. 

Polystyrene: # 6 - Hard, clear plastic. Salad containers, disposable plates, plastic forks/knives/spoons, etc.

Polyethylene: # 1, # 2, # 4 - Brittle plastic, usually opaque. Milk/water containers, laundry jugs, plastic bags, etc. 

The bottoms of most items will usually be marked with the type of plastic it’s made with. If the last letter is “S”, this is PolyStyrene. “E” for PolyEthylene. “P” for PolyPropylene. 

Mixed Plastics – we collect mixed plastics only in the coffee and lunch areas (space is limited) 
Sharps:
(needles, razors, small pieces of broken glass)
Collect in the Sharps Containers. Please call shipping when your container is full and they will replace it.
 
 
 
The following are recycled in the main kitchen:
Paper:
Newspapers are collected daily and recycled in the bin located under the stairs. You can also recycle cardboard (frozen food boxes, cereal boxes, etc).
Mixed Plastic:
Please rinse and place in the bin located in the cabinet next to the sink. There should be no food left on the items.
 

Redeemable Cans and Bottles for Charity:
Please place items that can be returned for deposit in the specially marked bins (Charity) by the trash area. The money will be collected and donated to local charities.

It is important to separate your recycling items as well as possible. Contaminants can ruin an entire recycling bin full of items which might need to be trashed. Thanks for doing your part!
 

 

* Please address your questions to: Enter the name of the recycling contact here
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