


 
Sample Standardized Recycling Education 
For Businesses, Non-Profits, Governments and Events 
Sample email or article for persons emptying recycling and trash containers: for residents, tenants, employees, event volunteers and vendors, custodial/housekeeping and any contractors responsible for collecting or managing recyclables and trash.
E-Mail Subject Line/Article Title: Help us collect recycling the right way at [Organization Name] 
We are required to follow recycling and trash collection requirements. Following these rules helps to make sure our recyclables gets recycled. We appreciate you helping us with the following at [Organization Name].  
When emptying waste containers
Do not put recycling in the trash. Collect and keep trash and recycling separate.  
Place only recyclables into the recycling cart or dumpster.  Keep recycling materials loose (not bagged) when putting them into hauler-provided carts or dumpsters.
Do not put plastic bags in the recycling cart or dumpster.  
Empty recyclables out of the plastic bags directly into the designated recycling cart or dumpster.
Place empty plastic bags in the trash or reuse them if clean.
Help us properly maintain trash and recycling containers.  
Keep containers together: Make sure a recycling container is within 10 feet of each indoor and outdoor trash container.  
Avoid overflow: Ensure the containers are large enough or emptied frequently enough so they are not overflowing.
Each container is properly labeled.  Help us ensure that each recycling and trash container has a label that meets the following County labeling requirements:  
Recycling labels must:
Be visible and legible to users. Labels must not be covered by the container liner or bag, and labels must not be torn, damaged or worn off.
The label must say “Recycle” or “Recycling”
Be blue, such as on the boarder or label title area 
Have the recycling symbol and use county standardized images of designated recyclable materials to collect
Include preparation rules (e.g., flatten boxes, caps on containers), as appropriate
Trash labels must:
Be visible and legible to users. Labels must not be covered by the container liner or bag, and labels must not be torn, damaged or worn off.
The label must say  “Trash”
Main color must be gray or black
Contact [main contact, title] at [email] or [phone number] immediately if: 
More trash or recycling containers are needed.
Containers are missing labels, labels are damaged or don’t meet County labeling requirements.  
With any recycling questions or issues. 
If you generate recycling while in our building, put these items in the recycling container: 
Paper
Newspaper and inserts
Magazines and catalogs
Mail and office papers 
Cardboard
Corrugated cardboard
Paperboard (e.g., cracker boxes) 
Cartons
Milk and juice cartons
Soup, broth, and wine cartons
Juice boxes 
Metal cans
Food and beverage aluminum, tin, and steel cans 
Glass bottles and jars
Food and beverage bottles and jars 
Plastic bottles, containers and jugs  
Containers numbered 1, 2 or 5  
Soda, juice and water bottles
Milk and juice jugs
Margarine, cottage cheese, cream cheese and other tubs and lids 
Laundry detergent bottles and jugs
Clear berry and produce containers



Keep these items OUT of the recycling: 
Batteries
Food and liquids
Paper plates, cups, and napkins
Plastic bags and wrap 
Shredded paper
Styrofoam
Tanglers (chains, cords, hoses, string lights)
Trash
Follow these rules to ensure recycling gets recycled right:
Bottles, jars and containers are empty and dry (no liquids or food).
Leave caps on containers.
Flatten boxes.
Keep plastic bags out of the recycling. 

More recycling information is also available at [link to recycling information, internal webpage or Dakota County’s business recycling webpage].
Thank you for helping us recycle right!
[Name of Owner/Manager]
For More Resources: Education handouts, containers labels and more.
Website: Dakota County Business Recycling or www.dakotacounty.us, search business recycling 
Phone: 952-891-7557
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