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R.2	Provide information on recycling program to tenants
Providing tenants with information about your recycling program will make sure they comply and may help you discover issues with the service. You have a few options for providing tenants with information on recycling:
· Include the information on your tenant portal or in a tenant handbook
· Use the memo template to send an email to tenants
· Host a workshop or other event with tenants and provide them with the information
Check the box below to certify that you have sent the information to the property’s tenants. Include your communication to tenants with your application.
	I certify that we have sent information on the property’s recycling program to tenants. I have included that communication with my application.
	


Template
Dear [insert name of tenant representative]: 
As you know, [property name] has a recycling program. My staff and I are working to increase the amount of material diverted from the landfill through our recycling program. Toward this goal, I would like to provide you with information about the program and get your feedback on how it is working.
[insert description of program; examples provided]
Our recycling service is “single-stream.” This means that occupants can place all recyclable material together in recycling canisters. 
· Recyclable materials include:
· Aluminum cans
· Plastic bottles
· Glass
· Paper
· All envelopes, including window envelopes
· Clean cardboard
· Each work station should have a green recycling canister in addition to a standard waste can. Please contact me if you need additional canisters. 
· The office kitchen should have 2 brown recycling canisters in addition to a large standard waste can. Please contact me if you do not have 2 canisters or if 2 canisters are insufficient for your recycling needs. 
· Please stack broken-down cardboard boxes by the kitchen recycling canisters for the cleaning service to retrieve and recycle daily. 
· Your office should contain signage by each canister that describes what items may be placed where. Please contact me if you do not have signs by all your recycling canisters. 
I encourage you to distribute this information to the occupants of your office. Please let me know if I can be of assistance in optimizing your recycling efforts. Also please do contact me with any feedback on the recycling program or ideas for how we can improve the program.
Sincerely, 
[insert name]


Alternative documentation
Instead of this form, you may submit the following to IREM®:
· Copy of communication to tenants
2
v2018.1 (updated 4/2021)
2

image1.png
«dh|REM

INSTITUTE OF REAL ESTATE MANAGEMENT




