Dear Business Owner/Manager:

You were sent a letter dated ____________ which requested you to submit a report of the total tons of recyclables collected and recycled from your business for calendar year _______.  As of the date of this letter, we have not received your recycling report.  

___(Municipality name)___ Ordinance No. ____  requires each commercial establishment in the community to separate and recycle high grade office paper, aluminum, corrugated paper and leaf waste.  The ordinance also requires each commercial establishment to submit a written report with the number of tons of recyclables collected and recycled each year. 

Enclosed is a report form for you to complete and submit to me as soon as possible.  If you do not generate the recyclables listed, then please submit the report with the statement “We do not generate the recyclable materials listed in ____(municipality name)________ Ordinance No. ____.”  If your business recycles any of the items listed on the report, please mark the total tons which were recycled in calendar year ______.

Also enclosed is a list of haulers that could provide recycling services to your business.  If your business is currently disposing of recyclables, you are in violation of ___(municipality name)___ Ordinance No. ____ and are subject to the penalties listed in Section __.  Please contact the haulers as soon as possible to set up a recycling program or initiate your own recycling program.  Once your recycling program is established, please submit to me at the above address, a written explanation of the program.  

If we do not receive a report or a written explanation of your newly established program, you may be subject to fines as stated in Section __ of __(municipality name)__ Ordinance No. ____.  

Please call me at ___________ if you need assistance in completing the form, or in setting up your recycling program.

Sincerely,

