PPE disposal bins communication template for tenants/residents
A COVID-19 resource developed by IREM® (Institute of Real Estate Management)
Personal Protective Equipment (PPE) helps prevent the spread of COVID-19. Use this template to alert tenants/residents to the placement of PPE disposal containers at the property.
In the template, fields that require text entry are highlighted yellow. You’ll also need to review and customize the template based on:
· Property type
· Regional or local public health department guidance or requirements
· The property’s specific features, amenities, and services
· Policies and procedures that differ from the examples provided

[Date]
[Tenant/resident name]
[Tenant/resident address or suite/unit number]
[Tenant/resident email]
Re: PPE disposal bins
The wearing of Personal Protective Equipment (PPE) is recommended by public health authorities, including the CDC, to prevent the spread of COVID-19. [Company name] has placed designated PPE disposal bins throughout the common areas of the complex along with corresponding signage.

Please dispose of PPE only in these designated receptacles. Trained custodial staff will empty the bins as part of the regular cleaning schedule.

It is important that you use these bins for all PPE disposal; please do not dispose of PPE items in standard waste and recycling bins.

[optional paragraph for commercial tenants]
To help provide our tenants with safe and healthy workplaces for their employees, [company name] will supply each tenant suite with one complimentary PPE disposal bin for employee use. These bins should be placed in an area accessible by all employees upon entrance to your suite. Each receptacle should display signage to designate the bin for the disposal of face masks and gloves only. 

If you have any questions about PPE disposal, please contact [contact name and info].

Sincerely,



[name]
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