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SUBJECT:
“Recycling MORE!  DGS GOES GREEN WITH RECYCLING

TO:  

All employees

FROM:

YOUR NAME

As one of Governor O’Malley’s environmental initiatives, all State agencies are reviewing and revamping their recycling programs.  The AllStar (All State Agencies Recycle) that grew out of the 1988 Maryland Recycling Act has expanded to include more recyclables and DGS is taking the lead with DGS GOES GREEN WITH RECYCLING.  Even if you’ve been green since then, please take a moment to review the program’s operation below and the attached “Yes/No” list.

1.  SAVE the uncrumpled, acceptable types of office paper in the “personal” recycling box you receive.

· Since most papers are acceptable, only unacceptable papers are listed on the boxes,

· Newspapers, magazines & catalogs are OK.  You must remove any plastic wrappers.

· Please take a moment to review the list.  Office programs are not the same as residential “mixed  

paper” programs.

2.
EMPTY your personal recycling box into the CART OR WHITE INTERMEDIATE BOX at your convenience.  The CART/BOX is labeled “Office Paper Only and is located (LIST LOCATION).

It’s simple!  The cleaning service and facilities staff are responsible for emptying the intermediate collection containers and removing full carts as needed.  Remember, it is the individual’s responsibility for emptying his or her own personal container.

If a container needs emptying or if you have questions, please call (YOUR COMPANY CONTACT).
DGS GOES GREEN WITH RECYCLING  provides each of us with the opportunity to make a personal and tangible contribution to reducing our waste stream and protecting our environment.  DGS is pleased to be participating in this worthwhile effort and we need your participation to make it a success.


“Please continue to shred any material that we currently shred.  If the shredded paper does not contain materials that cannot be recycled (contaminants such as carbon paper, transparencies, photographs, etc.)  it will be recycled.  It is not necessary to begin shredding papers that you did not shred prior to starting the recycling program.  However, if you feel more comfortable tearing up a document before placing it into the recycling containers, please feel free to do so.”

 Please do not deposit shred paper directly into any recycling containers.

· Shredded paper must be bagged and kept separate from the non-shred paper.

· Place the bags next to a recycling container for removal.

These procedures prevent the shredded paper, which may contain unacceptable materials, from contaminating the rest of the paper.

NOTE:
  Vangel also offers document destruction service.  Please call Vangel at 410-644-2600  if you would like information.

IF YOUR OFFICE WILL COLLECT BOTTLES & CANS...

In addition to aluminum cans, we will are introducing the collection of glass and plastic beverage containers   (DESCRIBE CONTAINER TYPE, E.G. BLUE RECYLING CONTAINERS are located in (LIST LOCATIONS)  KITCHENS, PANTRIES, COPY ROOMS WITH TILE (RATHER THAN CARPET) ARE GOOD LOCATIONS.)   

(LOCATION)

(LOCATION)

· Rinsing is appreciated but please be sure your containers are completely empty to avoid problems due to leaking  and attracting insects.  
· As with most of the area residential programs, we will only be collecting rigid, narrow neck containers (#1 PETE & #2 HDPE), so no yogurt containers, margarine tubs, food trays, etc.  It is not necessary to remove the lids.

· Save beverage cans only.  No food containers.  Food remnants will attract rodents and bugs while the cans are being stored for pick-up.  Beverage residue is not as big of a problem but rinsing would still be appreciated.  

