TO: 
YOUR BUSINESS NAME HERE
FR:
OCRRA
DT:     TODAY’S DATE
RE:
RECYCLING INFORMATION

It is estimated that the average employee uses 10,000 sheets (20 reams) of copy paper each year! Please help keep that paper out of the waste stream by recycling. 
Your cooperation is essential. Working together, our efforts can really add up!

Please recycle the following items in the appropriate recycling container: 

1. Paper, including:
	· paper (any color, including construction)
	· Junk mail
	· 

	· Newspapers
	· Manilla folders
	· 

	· Magazines / catalogs
	· Catalogs
	· 

	· All envelopes (window envelopes too)
	· Fax paper
	· 




Please note that carbon paper and tissue paper are NOT recyclable.

2. Corrugated cardboard

3. Paperboard (cereal boxes, tissue boxes, etc.)

4. Plastic bottles with a # 1 or # 2 on the bottom

5. All food and beverage cans

6. All clear and colored glass food and beverage bottles

7. Gable top milk and juice containers

8. Aseptic containers (drink boxes, soy milk containers, soup containers, etc.)
Questions about what items are recyclable should be directed to OCRRA at 453.2866. Suggestions concerning the recycling program should be directed to YOUR COMPANY’S RECYCLING REPRESENTATIVE NAME AND CONTACT INFO HERE.
