


 
Sample Standardized Recycling Education 
For Businesses, Non-Profits, Municipalities and Events 
Sample email or article for everyone: for employees, tenants, event volunteers and vendors, custodial/housekeeping and any contractors that participate in the recycling program.
E-Mail Subject Line/Article Title: [Organization Name] Recycles 
Thank you for recycling at [Organization Name].  Please help us recycle right.
Put these items in the recycling: 
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


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. Empty recyclables out of plastic bags – recycling materials should be loose (not bagged) when putting them into hauler-provided carts or dumpsters. Reuse or throw away the plastic bag in the trash. 
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

Contact [main contact, title] at [email] or [phone number] if you have questions about the recycling program or what, where or how to recycle. 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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