(Multi-Commercial Complex/Business Name) Has a New (or Improved) Recycling Program!
Dear Employee/Tenant,
A new City of San Diego Ordinance (O-2008-30) requires all businesses and residences (including apartments and condominiums) to recycle.  (Commercial Complex/Business Name) must comply with the ordinance, and has set up a new recycling program for our employees/tenants.  
Starting on (date) you will see (quantity and color) recycling container(s) at (each trash enclosure/inside each garage/by the complex entrance/in place of the trash dumpster on the west side of the complex/ each copy room/lunch room/by the back door, etc). Collection days are: (Ex: Monday & Wednesdays).  The containers are well marked with recycling signage. 
In addition, per lease agreement: Are they responsible for their containers or you responsible for supplying business with containers.  In order to pass the inspection you must have adequate containers & signage displayed in areas that are convenient and available for all staff and customers inside of your leased premises.   Containers should be placed in all office space, common areas, break rooms, customer areas, next to copiers; etc. Ideally next to a trash can to avoid contamination.  Signage must be displayed on ALL containers or above containers stating recycling and what can be recycled (see attached flyer). This letter-signage must be displayed in all common areas. You can also download the signage at: http://www.sandiego.gov/environmental-services/recycling/ro/pdf/containersign.pdf
Please take the time to educate your staff of what can be recycled and where to recycle to ensure success.  If you see the recycle dumpster full, please inform the property manager right away.
Please separate the following items at work and remove all food and liquid inside containers before disposing in the recycling bins:
Glass bottles & Jars: Recycle all food and beverage containers- clear and colored glass.  No need to remove labels.

Cardboard & food Packaging: Flatten or cut boxes. Recycle cereal boxes and other clean food packaging including cake boxes, flour bags, frozen dinner boxes, paper egg cartons, paper grocery bags, shoe boxes, paper gift wrap, calendars, core tubes from paper and toilet rolls, soda/beer 12 pack carrying boxes, pizza boxes (if clean), etc.
Mixed Paper: Recycle all clean and dry paper including: writing paper (all colors), computer paper, Xerox paper, “no carbon required” NCR forms, catalogs, brochures, magazines, junk mail, phone books, newspaper, post-it type notes, and shredded paper (place in a separate paper bag).
Cans: Recycle aluminum cans and steel cans- including clean & dry paint cans, food product cans, empty aerosol cans, dog & cat food cans.

Aluminum Foil- no food or oil attached.
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Plastic containers: Recycle plastic bottles, jugs and jars marked with              and all beverage containers labeled “CA redemption Value” or “CA Cash Refund” including:

· Food & Beverage Containers – Milk & juice jugs, soda, water, salad dressings, cooking oils, etc.
· Clean Plastic Food Packaging – No compostable plastics or PLA, Styrofoam, plastic film, bags or utensils.

· Plastic Buckets, Tubs, Pots and Toys
· Jars & Canisters- Peanut butter jars, mayonnaise jars, aspirin bottles, 35mm film canisters, etc

· Cleaning Products & Detergents- bleach, detergent, soap, shampoo, drain cleaner, etc  
· Automotive & Yard Care Products- EMPTY motor oil, antifreeze, plant food, herbicide containers, etc
Do not place trash or any other items not listed above inside the recycling containers.  If a recycling dumpster is contaminated with trash, the program could be jeopardized and the complex might be charged a higher fee for the disposal of that load.  Note: Plastic grocery bags/ newspaper delivery bags should not be placed in recycle bin but can be recycled ONLY at your local grocery store.  Ask store for location of bin.
Remember, by recycling more you will not only help the local environment but the global environment. Recycling saves resources and energy, reduces pollution and greenhouse gas emissions, and creates jobs.

A Code Compliance Officer will be inspecting all businesses on Date_(June 16,2009).  The Officer will arrive between_ time__(9am-11am).  Please make sure you are in compliance by (inspection date) to avoid possible Administrative Citation Fees ($100-$1,000) and inspection fees.  Please make sure there will be someone available at the business to show the code officer what you have done to comply.

(Special Recycle Items: metals, etc): Attached to the letter is a list of companies who provide recycling services to fit your specific needs.  Although it is suggested that these companies provide the collection service, many will accept materials brought to them.  I always recommend that people call a business before making a trip there to confirm that they are still operating and what they are currently accepting.
If you have any questions about the recycling program, you may contact me at (phone number and/or email address).  For your convenience, recycling information has also been posted on bulletin boards.

(Commercial Complex/Business Name) is happy to be able to offer this program to our employees/tenants and help make the environment in San Diego a cleaner place. Let’s not waste a good thing!
Sincerely

________________________  
Property Manager 
________________________

Date

I have read the above and will comply with the new City of San Diego Ordinance (O-2008-30) which requires all businesses and residences (including apartments and condominiums) to recycle.  I am aware if I do not comply, as a representative, the business is possibly subject to admin citation fees and inspection fees.

----------------------------------------



----------------------------------------


Full Name






Signature

----------------------------------------



----------------------------------------

Date







Position

----------------------------------------



----------------------------------------

Office Phone Number




Email

----------------------------------------



------------------------------------------------------

Business Name





Address/ City/ State/ Zip

Attach Business card (if applicable)
Please attach a business card here.  Make 2 copies: 1 for you (display, file) and 1 for the management.  Please send original and management’s copy back to management or owner.








