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Date:  [insert date]

To:  [Building Tenants or Company Employees]

From: [insert name, title, i.e., Property Manager or Business Manager]

Re: Recycling [and Composting] Program

State and local laws require businesses in Alameda County to separate recyclables and 
organics from garbage beginning July 1, 2012. To comply with the laws, we are [starting a new 
or improving the] recycling and organics program at [insert building address or company name]. 
The Alameda County Waste Management Authority Mandatory Recycling Ordinance requires our 
business to recycle paper, cardboard and recyclable food and beverage containers (aluminum, 
steel, glass, PET (#1) and HDPE (#2) plastic bottles) [insert if applicable “and, food scraps and 
compostable paper”]. It requires our business to compost food scraps and compostable paper 
including napkins, paper towels, pizza boxes, and paper plates.

Most of the discarded materials at our location are recyclable or compostable. Only about 10% 
of the materials we discard actually belong in the garbage. Recycling helps our environment by 
conserving natural resources and reducing energy use, pollution, and greenhouse gas emissions.

Our goal is to make recycling and composting easy for you. Here’s what to do:

Desk-side Collection: 

Choose the following option that best describes your property’s desk-side collection and 
color coding system (or modify text). You can also show a picture of the desk-side bins,  
if available.

• There will be no collection of garbage, compostables or recyclables at individual work 
stations. Please deposit garbage, compostables, and recyclables in the appropriate containers 
located in the [kitchen area, conference room, and other central areas]. 
-or- 
• Recyclables will be collected from each work station. Please deposit garbage and 
compostables in the appropriate containers located in the [kitchen area, conference room, and 
other central areas]. 
-or- 
• Recyclables and garbage will be collected from each work station. Please deposit 
compostables in the central containers located in the [kitchen area, conference room, and other 
central areas]. 
-or- 
• Recyclables, compostables, and garbage will be collected from each work station.

The highlighted words indicate portions of the template that you should change before 
distribution. Add specifics about recycling and/or organics programs at your building  
or business such as types and locations of desk-side and central containers, frequency  
of collection by janitors, service providers and other program information. With  
additional minor modifications, you may be able to use this to provide information  
to tenants upon move-in or move-out. You can download a copy of this memo at  
www.RecyclingRulesAC.org/businesses-and-institutions-support-materials.

Template Memo – Announcing a New Recycling and/or Organics Program
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sample memo template continued

Central Collection: 
Most properties offer centralized collection containers for recyclables, compostables, and 
garbage. Indicate if your property offers these containers, what color they are, and where 
they are located. Use the text below as a template. Verify with your service provider which 
materials are recyclable or compostable. 

Containers for the collection of garbage, recyclables and compostables are located in the 
[kitchen area, conference room, and other central areas]. Please keep these materials separate. 
The containers will be emptied [daily, or frequency by type of container].

WHAT GOES IN EACH CONTAINER? 
If these photos don’t look like the ones at your facility, delete them or replace them with 
photos of your containers.

RECYCLABLES

All clean office paper, glass bottles and jars, aluminum foil and cans, steel/tin 
cans, and plastic containers (no soft plastics like bags and wrappers) belong 
in the [blue] recycling containers. Please empty food or liquid from recyclables 
before depositing in [blue] recycling containers.

Where does it go? All recyclable material is sent to processing facilities for 
sorting.The materials are then sold to recyclers and made into new products.

COMPOSTABLES

Much of the material that used to go in the garbage can now be put in the [green] 
compostables containers. This includes leftover food, paper take-out containers, 
paper coffee cups, used napkins, used tissues, used paper towels, and milk 
cartons. 

Where does it go? All compostable material is sent to a composting facility where it 
is turned into compost, a soil amendment for local farms, landscapes and gardens.

GARBAGE

Very few items actually belong in the garbage. Items that should be put in the 
garbage include: Foam cups and packaging, candy wrappers, chip bags,  
plastic wrap, plastic bags, and aseptic packaging (juice boxes/Tetrapaks).

Where does it go? All material put in the garbage is sent to landfill and does  
not breakdown regardless of the material because landfills are anaerobic  
(without oxygen).

We’re proud to contribute to the greening of our facility and our community. We need 
everyone’s participation for this program to be successful!

Our target start date will be [insert date]. Watch for additional communication as the date 
approaches. Please contact [insert contact name, phone number and/or email address]  
with any questions. 
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CITY RULES OVERVIEW  
For more information, view the “Rules in Detail” key on the back of this brochure.

Alameda Recycling and Organics required for all businesses and multi-family properties.

Albany Recycling and Organics required for all businesses and multi-family properties.

Berkeley Recycling and Organics required for all businesses and multi-family properties.

Castro Valley Sanitary District Recycling required for all businesses and multi-family properties. 
Organics collection requirements effective January 1, 2016.

Dublin N/A – City of Dublin has chosen not to participate in the Mandatory Recycling Ordinance.

Emeryville Recycling and Organics required for all businesses and multi-family properties.

Fremont Recycling required for all businesses and multi-family properties. 
Organics collection requirements effective July 1, 2017.

Hayward
Recycling and Organics required for businesses with 4+ cubic yards of weekly garbage service and  
multi-family properties. Recycling and Organics collection requirements effective July 1, 2016  
at businesses with less than 4 cubic yards of weekly garbage service.

Livermore Recycling and Organics required for all businesses and multi-family properties.

Newark Recycling required for all businesses and multi-family properties. 
Organics collection requirements effective July 1, 2017.

Oakland Recycling required for all businesses and multi-family properties. 
Organics collection requirements effective July 1, 2016.

Oro Loma Sanitary District  
(L1 District only)

N/A – Oro Loma Sanitary District has chosen not to participate in the Mandatory Recycling Ordinance 
for its unincorporated area (L1). Oro Loma Sanitary District businesses and multi-family properties 
located in the City of San Leandro and City of Hayward must follow the rules for those cities.

Piedmont Recycling and Organics required for all businesses and multi-family properties.

Pleasanton Recycling required for businesses with 4+ cubic yards of weekly garbage service  
and multi-family properties.

San Leandro Recycling required for all businesses and multi-family properties. 
Organics collection requirements effective July 1, 2016.

Unincorporated 
Alameda County Recycling and Organics required for all businesses and multi-family properties.

Union City Recycling required for businesses with 4+ cubic yards of weekly garbage service  
and multi-family properties.



1537 Webster Street 
Oakland, CA 94612   

(510) 891-6575 
RecyclingRulesAC.org


