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July, 1992

Dear Cambridge Business Owner/ Non-Profit Director:

In March of 1991, the City of Cambridge took a major step to protect the environment and
to comply with bans on recyclable materials from Massachusetts landfills and incinerators. We
passed the Mandatory Recycling Ordinance, Section 8.24.070 of the Municipal Code, which
requires occupants of all residential and commercial buildings in Cambridge to implement
recycling programs. By doing so, we joined a world-wide community of people who are working
to preserve our irreplaceable environment, now, and for the future.

Cambridge citizens are doing their part in a successful curbside recycling program that
is saving over 15% of residential trash from being thrown away. Now businesses and non-profit
institutions have the opportunity to join this effort by developing their own recycling programs.
Since the amount of trash generated by businesses and non-profits equals that generated by
residents, recycling efforts by the private sector can reduce the trash stream significantly.

Many Cambridge businesses have already developed and implemented recycling
programs. We applaud and encourage these efforts. Others may only need some guidance to
get started. A recycling program can be an efficient and cost-effective process; it is
environmentally responsible and it will bring your company mto compliance with the State’s
landfill and incinerator bans on recyclable materials.

The City is pleased to provide you with the "Cambridge Commercial Recycling Guide",
which was developed with a great deal of assistance from members of the business community
and local recycling professionals. We stand ready to aid you in your recycling efforts with
technical assistance and instructional workshops. In addition, we urge you to contact the
businesses listed in this guide that have been recognized by the City for their exemplary
recycling programs. They can share valuable lessons about how they made recycling a
success. We look forward to having you on the recycling team. .

Sincerely,

Ro‘bert W. Healy
City Manager

100% Recycled Paper
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Watch sidebar
boxes in mar-
gins for waste
reduction tips
throughout the
Guide. Waste
reduction is the
best way to
save resources
and reduce

trash and pollu- |

tion generated
in manufactur-
ing materials.

Recycling won't earn you revenue,
but it can cut trash disposal fees.
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- On March 18, 1991, the Cambridge City Council approved Section
8.24.070 of the Munlélpal Code, requiring businesses, institutions, and
residents located in Cambridge to recycle their solid waste "to the fullest
extent possible." . To help carry out this mandate, the Cambridge Depart-
ment of Public Works has set up a Technical Assistance Program. A ser-
ies of commercial Recycling Workshops to help businesses and institu-
tions get started with recycling will run this fall (see the back cover). This
manual is another part of that program, and was produced with the help
of Cambridge residents, business owners, and business employees. The
Guide has four sectiops: ' v

Section 1: The Recycling Ordinance: This section covers the basics of
the recy,'clin’g ordinance and its accompanying regulations,
who is affected, what materials must be recycled, when the
regulations become effective, and what the penalties are for

~ non-compliance.

Section 2: §1aphshmg a Recycling Program: This section offers step-

by-step :advice on establishing a recycling program in your
business or institution. Information includes how to do a
waste audit, what questions to ask a recycling company or
waste hauler, how to let employees know about the new pro-
gram, and how to monitor compliance.

, .

Section 3: _Fill R ling Plan: = THIS SECTION
CONTAINS INFORMATION NECESSARY FOR COM-
PLIANCE WITH THE CAMBRIDGE MANDATORY
RECYCLING ORDINANCE. The Recycling Ordinance
reqUIres each business or institution to submit a Recycling
Plan to.the Department of Public Works identifying how it will
comply with the Recycling Ordinance and regulations. A
plannmg form is enclosed, along with complete instructions
on what information should be included.

Section 4: Rgsgurge List: This section lists information on recyclers
and waste haulers in the area, including what materials they
collect.

Appendices: These resources are useful in plannlng, |mplement|ng,
and sustammg a commercial recycling program.

For more information about the Technical Assistance Program, please
contact Gerald Boyle, Commercial Recycling Assistant at 349-4836.

!
t
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Keep memos
and letters to
one page.
This saves
paper, cuts
the reader's
time, reduces
filing storage
space, and
promotes
better writing!

Section 1: Thé Recycling Ordinance
Background

The City of Cambridge has long been recognized as a leader when it
comes to environmental protection. The Recycling Ordinance passed by
the City Council in March, 1991 continues this tradition by extending
mandatory recycling to include businesses and non-profit institutions, the
source of more than 50% of all waste generated in the city. -

The business mandate is in step with new regulations the Common-
wealth of Massachusetts has implemented banning certain recyclable
materials from landfills (as well as incinerators and transfer stations).
The landfill bans take effect as follows:

«all leaf waste is banned from landfills as of January 1, 1992;

«all other yard waste, recyclable aluminum, and containers made
from metal or glass are banned from landfills as of January 1,

r1993;

eall grades of recyclable paper and single polymer plastics are
“banned from landfills as of January 1, 1995.

N

The recycling ordinance makes sense for many reasons:

-Cambridge residents strongly support recycling. They

- want to see their business neighbors do their share as well. For more

than two years, local residents voluntarily staffed two drop-off recycling
sites on a monthly basis, collecting more than 1000 tons of materials that
otherwise would have been buried in a landfill. This enthusiasm is now
displayed citywide, thanks to the curbside recycling program. In the first
year of the program, Cambridge residents recycled over 15% of the resi-
dential waste stream. City government is doing its part, too. Twenty-five
tons of office paper were recycled from City buildings in 1991.

o/t doesn't make sense to landfill materials that can
be recycled into new products. Creating new products out of recy-

cled materials takes less energy and conserves increasingly scarce natu-
ral resources. For instance:

* Every ton of paper that is recycled saves 3.3 cubic yards of
landfill space (a volume equivalent to five refrigerators) and
4100 kilowatt hours of energy (enough to power a television
set for 31 hours). Producing recycled paper creates 74% less
air pollution and 35% less water pollution than producing
paper from virgin fibers.
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~ * Recycling aluminum saves

95% of the energy required to
- manufacture the metal from
-ore, and produces 95% less
air pollution and 97% less
 water pollution.

* Recycling is sound invent-
ory management. Recycling
-and related practices of re-
use and waste reduction (see
notes in margin sidebars) are

Cambridge residents want 2ys of extracting full value |
businesses to make recy- g e mos aficiem uss | 15252 boes
. . . collapse flat for
cling a routine part of their of resources not only helps . storage and.
opera tions. the environment, it also helps tape upright for
cut costs. re-use.
®Recycling makes good business sense. Although you prob- Encourage
ably won't make money by recycling, it is possible that you can save employees to
money. Here's how: Depending on the amount of recyclable materials use ceramic or
you generate, you will probably have to pay a recycler or waste hauler a reusable plastic
small fee to pick up or to drop off your recyclables. But once you start coffee mugs
recycling, your trash disposal costs may go down. You'll probably need instead of sin-
smaller dumpsters to hold the rest of your trash or require less frequent gle-use paper
pickup. This can translate into smaller waste disposal charges. In com- or styrofoam
ing years, disposal fees should grow even higher, making recycling an cups.
even better deal. [See Worksheets on pages 22 and 23 for more infor-

mation on calculating the costs/ savings from recycling.]

Many Cambridge businesses already have successful recycling pro-
grams in place. A number of these were recognized recently by the
Cambridge Advisory Committee on Environmentally Desirable Practices.
They are listed in Appendix F, including names and phone numbers of
contact persons who can provide you with information on how they
approached and overcame the obstacles to recycling. If you know of an
outstanding program not on the list, please see the nomination proce-
dure for the 1993 awards on the inside back cover.
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Most
taverns
won't
have to
recycle
office
paper
| and
most
offices
won't
have to

recycle

cans.

What the Ordinance Requires

The mandatory recycling ordinance as it applies to businesses and non-
profit institutions in Cambridge is Section 8.24.070 in the Municipal

‘Code. The entire text is available from the Cambridge Recycling Pro-

gram at 349-4836. The Mandatory Recycling Ordinance allows the Com-
missioner of Public Works to write regulations pursuant to the ordinance
to give further guidance to businesses. These regulatlons are included
in Appendix E.

® In brief, all businesses and institutions occupying prop-
erty in Cambridge must first prepare a Recycling Plan,
to be sent to the Public Works Commissioner by January

1, 1993. If you are a tenant, you and your landlord must both file
plans as businesses operating in the City of Cambridge whether or
not your landlord handles your trash disposal. Failure to file a plan
will put your firm in violation of the ordinance and make you liable for
a $25 fine for each day you are not in compliance.

® After you receive notification that the Department of Public Works has
approved your plan, you have four months (120 days) to begin recy-
cling the designated materials.

® |t is the intention of the Public Works Department that an establish-
ment is only responsible for recycling materials it generates in signifi-
‘cant quantities. If a given commodity represents less than 5%
by weight of your company's total trash stream, you are not

mandated to develop a recycling plan for that commodity.
For instance, if your company occupies several offices but has no caf-
eteria, you are not obligated to hire a contractor to pick up the two or
three cases of soft drink cans your employees may generate in a
month. You would be expected to recycle the ten boxes of white cop-
ier paper you use, however. The opposite would be true if your busi-
ness is a restaurant; beverage containers would represent a much
larger fraction of your trash than white paper, and your Recycling Plan
would have to provide a collection system for your cans and bottles
but not necessarily for your white paper.

® Landlords offering gross lease arrangements are required to provide
central storage containers and recycling service for any designated
recyclable commodity generated in quantities of 5% or more by
weight of the trash of any one tenant.

® The Public Works Department still encourages you to recycle the
smaller quantities by making arrangements to drop off these materi-
also when feasible. See Section 4 for a listing of recycling drop-off
centers in the Cambridge area which can accommodate your materi-
- als. Many charity groups will pick up redeemable cans and bottles.
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Businesses should exclude demolition debris from their waste audits.
Businesses are encouraged, but not required, to recycle or have con-
tractors recycle this material. Some organizations require the recycling
of waste materials from construction or demolition jobs in bidding spec-
ifications.

Save receipts or tare sheets from pick-up or delivery of recyclable
materials. Copies will be needed for completion of the Annual Update
form, due by March 1, 1993 and every March 1 thereafter.

Special note regarding bottles and cans

It is important for larger generators of glass and metal to establish recy-
cling arrangements prior to January 1, 1993. State regulations ban from
that day forward the disposal of detectable quantities of these materials

within Massachusetts. No landfill, incinerator, or waste transfer station Save foam
may accept detectable quantities of them for disposal thereafter. | packing pea-
\ _ nuts for re-
DESIGNATED MANDATORY RECYCLABLES use.
Aluminum cans, foils, trays, or other food packaging; .
, . . . Limit use of
Corrugated cardboard brown multi-layer containers with nstiok-em”
fluted middle layer; | notes, which
Glass food and beverage bottles anq jars only (excludes are usually
plate glass, laboratory glass, dishware, and light bulbs); colored and
Leaves and yard waste including grass clippings, twigs, and hard to recy-
branches; . , | | cle.
Magazines including other glossy papers;
Newspaper;

Office paper stationery, copier paper, and computer print-out;

Plastic beverage, food, and detergent bottles labeled with
#1, PETE or #2 HDPE (does not include plastic lab or chem-
ical containers); o

Scrap metal ;

Steel cans including "tin" cans (except for aerosol, paint or
petroleum-based solvent cans);

Storage batteries (lead-acid type for vehicles);

Waste oil;

White goods (large metal appliances);

Wood waste including pallets, logs, scrap lumber, stumps,
and other wood not defined under yard waste; excludes
demolition debris, creosoted or pressure-treated wood.

Note: More complete definitions may be found in Appendix E.
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Share maga-
zine subscrip-
tions and cata-
logs.

Direct your
cafeteria to
use washable
glasses,,
china, linen,
and service-
ware.

SECTION 2: Establishing a Recycling
| Program in Your Organization

Establishing a recycling program in your company is not difficult, but it
does take some time. Careful preliminary planning can prevent mistakes
or problems that might affect the success of your program. Listed below
are nine key steps to keep in mind as you plan a recycling program for

- your business.

Step 1: Create a Visible Role for Top Management

A visible commitment to recycling-by top management tells employees
that the company is firmly behind this program and establishes a visible
role model: if the boss can change his/her habits, so can everyone else.
A letter from the Owner/President to all employees is a good way to .
announce a new recycling program. (See sample memo, Appendix C).
Presence of top management at planning meetings is another good way
to lend prestige to the process, and keep it on track.

Step 2: Recruit a Planning Committee, and Select a
Recycling Coordinator

It shouldn't be too difficult finding employees willing to participate in the
planning process. Recycling has become a regular part of most of our
lives, and many people are enthusiastic advocates. Previous recycling
experience shouldn't be a prerequisite, however. Anyone willing to help
should be welcomed! '

Try to involve a wide range of participants in the planning process. By
recruiting members from a variety of departments or job titles, you'l
design a.program that will meet the needs of the entire company, since
different departments generate different materials. You'll also develop a
team of committed local recycling advocates in all offices or work areas of
the organization. |
One unit that definitely should be represented is the custodians. Since
they may be involved in the collection or storage of these materials, their
understanding of the goals of the program is crucial to its success. An
important ongoing function of the recycling committee will be to train and
provide feedback to employees. People need to know not only how and
what to recycle, but the reasons for the particular specifications as




SECTION 2: ESTABLISHING A RECYCLING PROGRAM IN YOUR ORGANIZATION + Page 11

well. Ultimately, updates on tonnage or volume recycled will be helpful
mformatlon to give to employees.

Finally, a coord:natO{ should be named. Most committees work best with
one clear leader. This coordinator should have access to means of pub-
licity and should be’granted the authority to implement decisions made
by the committee.

N

Role of the Landlord ! on the Committee

If your company is located in a large commercial building, the landlord
should also be included on the committee. You need to meet with your
landlord to negotiate how recycling service will be established and main-
tained. If your landlord currently manages the arrangements for your
trash (gross lease; see box summary, p. 12), then he or she should colla-
borate with you in writing your business's Recycling Plan. You should
write your plan by yourself only in the event that your com-
pany manages |ts trash by itself (net lease arrangement). Net
lease landlords must submit a Recycling Plan form for their building and
a list of their tenante but are not required to do a waste audit unless they
occupy space in the building for management offices. In general, divi-
sion of responsnbllmes between landlord and tenant for recycling should
mirror arrangements for collection, conveyance, storage and disposition
of trash. !

: - *The first part of the
Recycling Plan is the
waste audit. Gross lease
tenants will need to sur-

. vey their trash and tell
their landlord which of
s the designated manda-
tory recyclable materials
they generate, estimating
how many tons of each
recyclable they produce
in a year.

*Second, the purchase,
labeling, distribution, and
siting of desk-side or

Your recycllng committee
should include a variety of rep- centrally located recy-
resentat/ves from key groups  cling receptacles is
within your firm, including custo- nother matter for discus-

dians and the landlord. son

|

1 5

The term "landlord" refers to the owner, manager, and/or lessee.
|

Make two-sided pho-
tocopies. This not
only saves paper, it |

~can cut mailing

costs, reduce the
need for new filing
cabinets, and allow
smaller mailing
envelopes to be
used.
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Turn scrap
paper into
scratch pads.

Use routing slips

rather than mak-
-ing a copy for

each employee.

Use reusable
inter-office mail-
ing envelopes.

®Then, landlords will need to be informed about how tenants plan to edu-

cate employees and others who generate waste at their site about proce-
dures for collection, preparation, and transfer of recyclables.

®Finally, safe, convenient locations and schedules for emptying recycling
containers need to be established.

In buildings with gross lease arrangements, the tenant is usually respon-
sible for bringing trash to a designated receptacle or location and the
landlord arranges to have it hauled away. IN SUCH BUILDINGS, IT
IS THE RESPONSIBILITY OF THE TENANT TO COLLECT
RECYCLABLES WITHIN THE PLACE OF BUSINESS AND
DELIVER THEM TO A DEDICATED CONTAINER OR OTHER
DESIGNATED SITE; AND THE RESPONSIBILITY OF THE
LANDLORD TO MAKE ARRANGEMENTS TO PROVIDE BULK
STORAGE FOR RECYCLABLES AND TO HAVE THEM
REMOVED FOR RECYCLING. This also means that the landlord or
a hired hauler/recycler must establish and post materials specifications
for recyclables (See sample, Appendix D). The landlord would then
communicate the precise "do's" and "don't's" set by the chosen hauler of
the recyclables to a contact person in each business in the building. Can
staples stay in white paper? Must corrugated cardboard boxes be flat-
tened? Do cans and bottles have to be separated? Detailed answers to
these and other questions must be written up on a recycling specification
sheet and distributed to contact people and posted in prominent places
throughout the building.

(

Division of Duties in Gross Lease Arrangements

Tenant Landlord
--Audits in-house waste --Audits building-wide waste,
--Prepares Recycling Plan either by totalling individual
for business tenants' waste audits or by
--Educates employees and visually inspecting a repres-
clients about site-specific entative sample of the build-
recycling procedures and ing's refuse
specifications --Writes building recycling
--Separates recyclables plan
from trash --Maintains central storage
--Transfers recyclables to containers
landlord's central storage --Informs tenants of building-
container (unless land- wide recycling procedures
lord provides custodial and specifications
services on business --Arranges pick-up or deliv-
premises.Then landlord ery of materials to recycling
transfers materials to facility.

central recycling containers).
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Step 3: Conduct a Waste Audit to Determine What's in
' Your Trash

A waste audit tells you the type and amount of materials thrown away by
your business. This information is useful in projecting how much storage
space you'll need. In addition, potential recyclers/haulers may request
this information for use in preparing their quotes. Remember that the
Recycling Plan form requires that you state amounts of recyclables in
terms of weight and not volume. (See Appendix B for weight-to-volume
conversion formulas.) There are a number of ways to perform a waste
audit. ‘

eUse standard industry estimates of the amount of office paper generated
by the average office employee. For instance, it is estimated that the
average office employee generates a half pound of high grade white
paper per day. Therefore, a firm of 50 employees would generate [50
employees x 0.5 pound of paper x 240 work days] = 6000 pounds, or
three tons of paper per year. [Note: Banks and insurance companies

gy:;c':]ally generate .75 pound of high grade white paper per employee per Rentitems

: needed tem-
®For other materials, use the table in Appendix A (p. 31), the "Matrix of porarily: 'chairs
Waste Composition by Business Type," to predict the average amount of for special
recyclable waste generated by your type of business. To use it, multiply events, furni-
the percentage estimates provided in the table by the total amount of ture for temp -
solid waste you generate each year. (Your waste hauler can probably - employees, or
estimate how much trash you generate each week, month, etc.) If your equipment
hauler gives you information in terms of volume or container used only sea-
size, you will have to convert it to weight in order to use the sonally.

matrix. As a rule of thumb, one cubic yard of uncompacted trash

weighs 250 pounds or one eighth of a
ton.

So a business with a four yard dump-
ster that is emptied weekly generates
about 208 yards or 26 tons of trash per
year. A rule of thumb for smaller vol-
umes is that one 30-gallon trash bag
weighs about 20 pounds. Thus if you
put out 5 bags per week, that repre-
sents 100 pounds weekly or 2.6 tons
per year.

"dumpster diver" to do
a good waste audit!
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Here's a detailed example. |If a restaurant generates 10 tons or
20,000 pounds of trash per year, then it probably generates the fol-
lowing amounts of recyclable materials:
Restaurant Industry Your restaurant
Average (estimate)
Corrugated cardboard boxes 16% 3,200 Ibs
Oftice paper <1%

- Newspaper - 2% 400 lbs
Magazines 1% 200 Ibs
Glass bottles and jars 5% 1,000 Ibs
Metal cans and foils 5% 1,000 Ibs
Plastic containers 7% 1,400 lbs
Leaves and yard waste 1% 200 Ibs

~ Wood waste 2% 400 lbs

~ Scrap metal 1% 200 Ibs

- Vehicle batteries <1%

~ Waste oll <1% |
Non-recyclable trash 59% 112,000 Ibs

TOTALS 100% 20,000 Ibs

* ‘A technique known as an inventory audit is also useful. This
involves examining your purchase patterns to see how much poten-
tially recyclable material you purchase on a regular basis. For
instance, a bar may find that it goes through 10 cases of beer and 20
bottles of wine and liquor per week. Based on this information, it is
relatively easy to calculate how much volume this amounts to. Simi-
larly, restaurants may make similar calculations for canned food or
condiments, or an office for white paper. You may want to use this
technique to double-check any estimates you made using the Matrix
of Waste Composition by Business Type. \

* A final approach involves inspecting a single day's worth of trash.
For maximum accuracy, this would involve sorting out and weighing
the different recyclable materials. This can be messy, but it tends to be
highly accurate and is useful in identifying other recyclable materials
you didn't know you were generating. Again, Appendix B offers useful -
formulas for converting volume to weight.

It is important to ensure that the time period you select for your waste
audit is fairly representative ‘of the rest of the year. Conducting an
audit during a particularly busy or slow period might cause you to
exaggerate or underestimate the true volume and weight of recyclable
materials you generate.
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Step 4: Contact Waste Haulers and Recycling Companies

All haulers/recycling [compames operate differently, and it is up to you to
determine which company best provides the array of service options
most suitable for your business. Some firms handle both trash and recy-
clable materials; othgrs only handle recyclables. It may make sense to
mix and match services; don't automatically assume that your current
waste hauler is the one best suited to handle your recyclables as well.

Decide whether you !want to use a recycling service that will pick up your
materials, or whether you want to have an employee load and drive a
company vehicle to dehver recyclables to a local transfer station or drop-
off facility that accepts them. Pick-up is convenient, but perhaps may be
too expensive or limited in flexibility for some businesses. Lists of collec-
tion companies and drop-off stations appear in Section 4. Cost will obvi-
ously be an important consideration, but it should not be your only one.

Many recycling firmfs require you to collect and store a large volume of
materials before they'll '
pick them up. Given
space and storagej con-
straints, this may or may
not be a problem for you.
Be sure to give con§ider-
ation to convenience:

will these firms pick up

n /[' ‘ L

» I1
from inside your building, 1S ’ s 1]
~ or must the materials be 3l
left outside on the curb? 15 .
Do you prefer to patron- =5 - i :
ize family or minority- AT T

owned bus_iness?es?

What about non-profit
companies that employ_
handicapped or disad-
vantaged individuals?

Each type of business or insti-
tution will see a characteristic
and seasonal trash _f/ow._ .

- ‘ Trade Your Trash

If your firm generates a steady flow of a particular type of industrial
waste, you may f;nd another industrial user who needs it. Generators
and seekers of everything from "alkali alum waste" to "scrap butyl
gloves” to "wood chips" to "yeast byproduct" are listed in the bi-
monthly Northeast Industrial Waste Exchange, 90 Presidential Plaza,
“Suite 122; Syracuse NY 13202. Telephone(315) 422-6572; Fax
(315) 422-9051. |

w
l

i
f
!
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Periodically
check distribu-
tion lists and
purge names
of those who
no longer
need the infor-
mation.

Order supplies
in bulk, reduc-
ing packaging.
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Remove your
name from
mailing lists
for materials
you no
longer néed.
Write to
Direct Mar-
keting Asso-
ciates, P.O.
Box 3861,
11 West
42nd Street,
New York,
NY 10163-
3861.

- Think about what is important to you and your company, and add your

own questions to the list suggested below.

Also keep in mind that recycling haulers operatrng in Cambndge must
follow existing trash hauling regulations stating that no material be
picked up before 7 a.m. In addition, sidewalks must not be obstructed by
trash, recyclables, or their receptacles.

Questions to ask waste haulers/recycling companies:

1) What recyclable materials do they handle?

2) Can some recyclable materials be mixed together, or must they all
~ be kept separate from one another (e.g., may cans and bottles be
commingled)?

3) Are there any other requirements on how the material must be pre-
pared for collection (e.g. corrugated cardboard boxes flattened,
caps removed from bottles, etc.)?

4)° What are their rules on rejecting material due to excessive contami-
~ nation? ) o

5) What are the weekty collection costs for the volume of recyclable
materials your company generates? How would these costs
change if you went to less frequent/more frequent/on-call pick ups?

6) Do they have minimum quahtity requirements for pick-up?

7) What is the incremental cost of extra pickup during busy periods?

8) Do they provide storage containers? Do these cost extra?

9) Would they provide‘ a list of references in the neighborhood you can
contact?

10) Does the hauler/recycler require a contract, or can it be an informal
arrangement?

11) Would your trash hauler reduce charges if you cut your trash
by recycling? : e

12) Would your current or a proposed trash contract penalize you finan-
cially for reducing your trash volume by recycling? If so, renegotiate
it. If this is not possible, call the Recycling Program at 349-4836.
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Questions to ask operators of recycling drop-off centers and
transfer stations:

1) What recyclable materials do they accept?

2) Can some recyclable materials be mixed together or must they all
be kept separate from one another (e.g., may cans and bottles be
commingled)? Does the transfer station set-up allow your employ-
ees to separate the materials at the site, so that you can store them
commingled at your business?

3) Are there any other requirements on how the material must be pre-
pared for delivery? (e.g. corrugated cardboard boxes flattened, caps
removed from bottles, etc.)

4) Are any minimum/maximum quantities established? Is material
measured by weight or volume?

5) What vehicle restrictions exist, if any?
6) What are the hours of operation?

7) How is service paid for (e.g., annual sticker with unlimited access,
multi-trip ticket punched with each delivery)?

8) Could the operator provide a list of references you can contact?

9) Does the operator require a contract, or can it be an mformal
arrangement? :

Special Note for Non-
Profit Organizations

Small non-profit organizations in
Cambridge with 50 or fewer
employees will be allowed to use
the City's Residential Recyclables
Drop-off Center at 147 Hampshire
Street in Inman Square free of
charge. They should submit a

copy of their 501 (c) 3 status certifi- Make sure yOU prowde a

cate with their Recycllng Plan and trash Contalner Wherever
be prepared to show identification

to the Drop-off Monitor when they there is a reCyC/lng recepta-

use the facility. Call 349-4836 for Cle, and vice-versa.
schedules and further information.
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Step 5: Set up Your Program and Sign the Contract

Now that you know what the haulers/recyclers are looking for, and you
have an idea of what you generate, design your recycling program.
Think about what type of collection scheme will work best in your firm:

Y should you have one central collection location or a number of
smaller satellite locations (at each desk, for instance)?

T what type of collection containers should you use? (See box, p. 19)

Twin your custodial staff be responsible for collection, or will your
employees have to empty their own bins when they are full?

it custodians are responsible, what are the contractual or labor rela-
tions issues involved in adding to the custodian's job?

Tis there space next to your existing dumpster for containers for recy-
clables (barrels, bins etc.)?

1 Are aesthetics a concern at this site?

Twwin material be picked up or dropped off at a recycling station on |
a regular schedule, or on an as-needed basis?

T Does it make sense to share a recycling bin with a neighboking com-
pany so the volume of recyclables generated is higher (and collection
costs are relatively cheaper)?

Twin anything in these plans violate any health or fire
codes? Fire inspectors are particularly stringent about any block-
age of exit routes. Consider this in siting containers. .

Establish a start date for the program. Finalize your hauling arrange-
ments.

Step 6: Prepare a_nd Submit Recycling Plan

Remove and fill out recycling plan in the center of this booklet. Instruc-
tions for completing the plan accompany the form. Submit the completed
plan to Gerald Boyle, Commercial Recycling Assistant, by January 1,

/ 1993. If you have any questions, please call 349-4836. Upon approval
of your recycling plan, you will be notified by the Department of Public
Works. You then have four months (120 days) to implement your recy-
cling program.
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Step 7: Educate and Motivate your Employees

Once recycling containers arrive, internal collection procedures are esta-
blished, and recycling pick-up arrangements are in place, it's time to kick
off the program. Before distributing recycling containers, a kick-off memo
announcing the start of the program should be posted or sent out to all
employees. (See sample letter, Appendix C) Some companies set up a
recycling hot line (usually the phone number of the recycling coordinator
or someone on the planning committee) that employees can call to ask
questions. ' :

4

Start-up memos released

= prior to this time may
?y/’ confuse employees and
@é} & cause improper storage Contact your
/,%/,,_‘ A TIMANA S of recyclables in anticipa- vendors and
(‘é\é ‘l{bh - # tion of recycling. The ask them to
'ﬁiﬁ N\é :'?' 3 ideal program would start reduce the
\%E.;_\:_______;; - '(’é"'ﬁf\\t\_‘ﬂ, : with an inspiring letter amount of pack-
== FRE (EWNE Lt initiating official recycling aging on their
%ira:%\-— f one week later. Then, products. You
-'_-_-_;:?_ recycling containers should also ask
S wo.uld be. delivered them if they
= '5;:5 offlce-by-offlcg by the would be willing
=\aS S _ ‘ k. program coordinator or a to take back
. local site monitor.
Be sure to consider access Doxes, pallets

to emergency exits in siting Informal distribution is
' preferable to large meet-

storage for recyclables. !
ings because employees

feel freer to ask the "dumb questions" (which never are) and have the
opportunity to ask the coordinator about the recyclability of a commonly
generated material.” To ensure that new employees entering the com-
pany are aware of your recycling program, consider adding a new sec-
tion to your orientation or training program where you discuss the com-
pany's recycling policy.

spools from you
so they can be
reused.

; Buy Cambridge! |
When, after all this, employees sep-

arate recyclables, custodians con-
solidate them and haulers take them
away, you are on the way to having
a successful recycling program.

Collection and storage containers I
are available from many-haulers
and from office supply stores.
Check the telephone directory
and other guides you may have |
for local office supply stores.
| Paper yard waste bags are avail-
able in many Cambridge markets |
and hardware stores.
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We throw
away what
we are not
clever
enough to
re-use.

Step 8: Recycle!

Monitor participation, costs/savings, and recovery rates. Report findings
to your staff. Don't worry if the first few days or weeks of your recycling
program are a little rocky. It takes time to break old habits, but it can be
dene, with a little extra encouragement from you.

One problem you may face early on is the "contamlnatlon“ of your desng-
nated recyclable materials. In recycling lingo, contamination refers to the
introduction of non-recyclable or inappropriate items into a recycling bin:
colored paper in the white-paper bin, or corrugated cardboard boxes not
flattened.

If your material "flunks" your recycler's specifications, it may be rejected,
or degraded to a lower value material and increase your collection costs.
In either case, the efforts of the majority of your employees will have been
spoiled by the carelessness of a few. The best way to prevent contami-
nation is to make it easy to keep recyclables up to specification. Provide
an obvious trash container next to the recycling bin so people have an
easy means to discard unrecyclable material. Put a safety-blade sliding
knife on a cord attached to a wall where corrugated cardboard boxes
tend to accumulate. Signs or written instructions are helpful in identifying
which materials go in which containers, but a significant number of peo-
ple tend to ignore them. Sorting rules for recyclables have to be stun-
ningly obvious to keep quality high.

Some companies have established regular monitoring programs to make
sure everyone is using the appropriate recycling or waste receptacles.
Other firms hold contests, with awards going to the unit with the
‘cleanest” material. You can also establish participation awards to be
given to the employee or unit with the best compliance record.

about the recy-
clability of any
item, check it
out! Contami-
nation will spoil
the entire load.
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Regardless of the technique you select, remember that your employees
will enjoy hearing about what they've accomplished. Your waste hauler/
recycler should be able to provide you with periodic tonnage information,
and can often translate that into the landfill space saved, avoided dump-
ster loads, and so on. Let your staff hear the good news! Company
newsletters, signs, posters, paycheck stuffers, memos, and electronic
mail are a few ways to spread recycling news in-house. ’

You'll also want to pay attention to the financial implications of your recy-
cling program. Are you saving money? Congratulations! If you find that
you're spending more money than you were before, then consider join-
ing forces with a neighboring business to increase the volume of recycla-
ble materials collected. Remember that as the volume of recyclable
materials increases, the relative cost of collecting it tends to decrease.

The City's Technical Assistance Program is also available to help your
company devise a strategy to cut the cost of recycling. Call Gerald Boyle,
the City's Commercial Recycling Staff Assistant at 349-4836 for more
information. '

Use the worksheets on pages 22 and 23 to calculate costs/savings of
your recycling program. These worksheets are for your use only and
should not be sent in with your Recycling Plan. ‘

ucts ’

materials in order to sustain demand
for them. There is a wide assortment
of products made with recycled com-

e , what recycled products they carry.

— P i
W Advertise your use of recycled paper

.

— somewhere in your documents.
0 !l'll
A

Make sure recycling

recycled paper that you use.

instructions are Send manufacturers the right mes-

sage by recycling and buying recy-
extremely clear; Sag8 by recycing ying recy

otherwise you'll get
recyclables in the trash
and vice versa!

Step 9: Buy Relcyc’eq,”"".d'v

Buy products méde from ‘recyclab‘le |

All major
paper ven-
dors now
carry recy-
cled paper.

modities. Call your vendors and ask °

by having "Recycled Paper" printed

Ensure that this label goes only on
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RECYCLING COST ANALYSIS WORKSHEET
(Optional; do not send in with Plan)

Start-up expenses

~ Preparation: Design, planning, consulting

Storage space allocation

Recycling containers (barrels, hampers, bins)

Permanent signs,' bin labels

Outdoor dumpsters, lidded barrels

TOTAL START-UP EXPENSES

" Annual Recygli'ng Co§ ts

Coordinator time (if necessary)

Additional custodial time (if necessary)

Replacement containers (assume 20% loss or theft)

Publicity and education

recyclables pick :
Container rental

Collection cost

f recyclables haul -off:
Employee time

Vehicle time

Drop-off fees

TOTAL ANNUAL RECYCLING COSTS
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NET COSTS/BENEFITS OF RECYCLING

(1 Cu‘rrent annual trash costs without recycling

(2) Anticipated annual costs of recycling

3) Antidipated annual disposal fee savings
with recycling

(4) TOTAL COST OF TRASH & RECYCLING
@=010+@-0

(5) Net saving (-) OR cost (}) of recycling
©)=@) - ()

EXAMPLE

Note: While our example shows a net additional cost of $60 per year on line (5), this . -
figure could be a net savings for your business or institution. - Your business or B
office location, layout, mix and value of recyclables generated, and other factors will
determine whether recycling will represent a net cost or a net savings for you.

(1) Current annual trash costs without recycling
Disposal contract = $200/mo. for four 4-cu. yd.
containers/mo. '
Total expenditure $200/mo. x 12 months __$2400

(2) Anticipated annual costs of recycling
Recycling contract = $105/mo. for two 4-cu. yd.
containers/mo
Total expenditure $105/mo. x 12 months _ 1260

(3) Anticipated annual disposal fee savings with recycling
Reduction in disposal contract $100/mo.
for elimination of two 4-cu. yd. containers/mo.
Total savings = $100/mo. x 12 months - 1200

(4) TOTAL COST OF TRASH & RECYCLING
@=01+(@-@) __$2460

(5) Netsaving (-) OR cost ( +) of recycling
(5)=(4)-(1) + $60
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~

SECTION 3: How to Fill Out a Recycling Plan ~

Instructions for filling out a Recycling Plan and the forms necessary to do so are
included in the centerfold of this Guide. Please tear out the form, follow the instruc-
tions that accompany thern, and return to the Recycling Program by January 1,
1993.

Forms for the Annual Update are also included in this sectlon These are due on
March 1 of each year beginning in 1994.




RECYCLING PLAN

In accordance with the requirements of Section 8.24.070 of the Cambridge Municipal Code, all
commercial and non-profit establishments occupying property in the City of Cambridge are
required to submit a Recycling Plan to the Commissioner of the Department of Public Works by
January 1, 1993.

The Plan must include:

Section 1: A waste audit (see pages 13-14 of the Guide).

*Section 2: A description of the process by which recyclable materials comprising greater
than or equal to 5% of your total refuse are to be separated from your trash.

*Section 3a: Identification of how the recyclables will be collected and taken to market.

*Section 3b: A certification from your hauler or drop-off station that materials are being -
recycled (many haulers already have certification letters on file with the
Department of Public Works).

*Section 4: Information on the process used to notify employees of the recycling
requirements.

Please feel free to attach additional pages or documents if necessary. A filled-out sample Recychng
Plan immediately follows this pull-out section.

Please tear out and fill in the first four sections of the form. Section 5 is optional. Failure to
complete the plan by January 1, 1993 will put your organization in violation of Section 8.24.070
and make you liable for a fine of $25 for each day you are not in compliance. If there are any areas
which you are unable to answer, consult with others such as your waste hauler, custodlans or
landlord to find the information.

*Each business in a building is responsible for filing a Recycling Plan.

*Landlords with gross lease arrangements with any or all tenants must either total all
tenants' waste audit figures or do a building-wide waste audit to prepare one
building-wide Recycling Plan.

*Landlords of buildings offering exclusively net lease arrangements must submit the
information indicated in Section 1 of the Recycling Plan form, as well as a list of
tenants.

Regular collection for recycling of all specified materials must begin within four months (120 days)
of approval of your Recycling Plan by the Public Works Commissioner. Recycling Plans will be
approved as quickly as possible, depending upon the number of plans under consideration at any
one time.

Forms should be sent to Gerald R. Boyle, Commercial Recycling Staff Assistant, 147 Hampshire
Street, Cambridge, MA 02139 by January 1, 1993. If you have any questions, call 349-4836.

*FOR QUESTIONS RELATED TO DIVISION OF RESPONSIBILITY
BETWEEN LANDLORDS AND TENANTS, see page 12 of the Guide.

*FOR QUESTIONS RELATED TO DEFINITIONS OF RECYCLABLE
MATERIALS, see page 9 of the Guide.

*FOR A COMPREHENSIVE LIST OF HAULERS OR DROP-OFF SITES FOR
RECYCLABLE MATERIALS, see page 25 of the Guide.



RECYCLING PLAN

Feel free to call 349-4836.!

Section 1. Please return this form, with qther information or documentation necessary, to Gerald Boyle, Department of Public Works, 147 Hampshire Street, Cambridge, MA 02139. Please type or print neatly.

_ADDRESS For Profit Non-Profit DATE

>

COMPANY/INSTITUTION

JOB TITLE OF CONTACT

TYPE OF BUSINESS: Office__ Industry__ Retail _ Restaurant__ Institution__ RECYCLING CONTACT

SQUARE FOOTAGE No. EMPLOYEES TELEPHONE FAX go you manage collection and removal of your company's trash? Yes___ .No

i

If another party such as your landlord, owner, lessee or management company manages trash, identify them here and filuhe form out in conjunction with him or her. Name

Address Phone Fax

Company

Landlords of buildings offering exc'lusively net lease arrangements are not 6bligated to fill out the remainder of this plan, nor are they required to assemble and submit plans prepared by individual tenants. Such landlords

must, however, submit a list of all commercial tenants of such buildings.

Percentage
MATERIALS : of total waste? Tons per year even if < 5% _
(defined on p. 9) (even if <5%) by wei of your tras Hauler/drop off site W3
Corrugated cardboard boxes Corrugated : 1 yard = 285 Ibs; 1 ton = 7.018 yards
Office paper Office paper: 1 yard = 500 Ibs; 1 ton = 4 yards
Newspaper . . ‘ : Newspaper: 1 yard = 600 lbs; 1 ton = 3.33 yards
Magazines Magazines: 1 yard = 900 1bs; 1 ton = 2.22 yz;rds
Glass bottles and jars: i
(excludes labware, light bulbs, dishware, etc.) - ' Glass: 1 yard = 600 lbs; 1 ton = 3.33 yards
Metal cans and foils Metal cans: 1 yard = 150 Ibs; 1 ton = 13.33 yards
Plastic containers, #1 PETE or #2 HDPE . - . .
(excludes lab, automobile products) - . ‘ S — &f Plastic: 1 yard = 50 Ibs; 1 ton = 80 cubic yards
Leaves and yard waste - S Leaves: 1 yard = 250 Ibs; 1 ton = 5.174 cubic yards;
' I - e o o ~ ) 33 B o Grass clippings: 1 yard = 404 Ibs; 1 ton = 4.95 yards
Wood waste (excludes demolition debris) Wood waste: 1 yard = 500 lbs; 1 ton = 4 yards -
Scrap metal Scrap metal: 1 yard = 850 Ibs; 1 ton = 3.53 yards
Vehicle batteries Batteries: 1 battery = 33 Ibs; 60.6 batteries = 1 ton
Waste Oil Waste oil: 7 Ibs = 1 gallon; 285 gallons = 1 ton
TRASH . . : .
TOTALS
Notes
1. See sample Recycling Plan form in the Cambridge Commercial Recycling Guide. '
: ter than or equal to 5% by weight of your total rubbish.

2. Although all materials must be listed in this waste audit, recycling is mandatory only for materials comprising grea

3. As a rule of thumb, one cubic yard of uncompacted trash weighs 250 pounds or one eighth of a ton, and one 30-gallon trash bag weighs about 20 pounds.



Section 2. Describe the process by which recyclable materials will be collected and
stored within your business or institution.

Section 3a. Identify how the recyclables will be collected and transported to market.

Section 3b: Please attach certification that your hauler is, in fact, recycling the materials
being picked up. If your recycling hauler or drop-off station has certification of this
type on file with the Department of Public Works, check here: __

Section 4. Indicate how your employees will be notified about recycling requirements.
How will you inform them what, where, how, and why to recycle? How will you
provide follow-up education on employees' role in recycling and update them on
the progress of recycling in your business?

Section 5. COMMENTS



s . o
RECYCLING PLAN--FILLED-OUT SAMPLE

Section 1. Please return this form, with other information or documentation necessary, to Gerald Boyle, Department of Public Works, 147 Hampshire Street, Cambridge, MA 02139. Please type or print neatly. Feel free to call 349-4836.1

COMPANY/INSTITUTION_Dwight Realty Trust ADDREss_123 Bay State Road, Cambridge MA 02140 _ ForProfit__X_ Non-Profit DATE __11/1/92_
TYPE OF BUSINESS Office _X_ Industry __ Retail _X Restaurant __Institution RECYCLING CONTACT _Stewart Miller_  JOB TITLE OF CONTACT ____Building Manager

SQUARE FOOTAGE 15, 260___No. EMPLOYEES __42_ TELEPHONE _868-1234___  FAX f8 68-4657 Do you manage collection and removal of yom" company's trash? Yes X No____
If another party such as your landlord, owner, lessee or ag ,‘: ompany manag trashi |dent|}'y tIEm he_re anii fill the !‘orm ou_xim con, Juncnon wnth Inm or her. Name S E— _ _
Company Address . Phone Fax

Landlords of buiildings offering exclusively net lease arrangements are not obligated to fill out the remainder of this plan, nor are they required to assemble and submit plans proposed by individual tenants. Such landlords

must, however, submit a list of all ¢ cial t ts of such buildings.
Percentage

MATERIALS of total waste2 Tons per yyear even if <5%
(defined on p. 9) (even if <5%) (by weight of your trash) Hauler/drop off site VOLUME to WEIGHT RAILOS3
Corrugated cardboard boxes 40__ 20 __ABC Waste Systems__ Corrugated cardboard: 1 yard = 285 Ibs; 1 ton = 7.018 yards
Office paper - - 20_ . 10_ " " " Office paper: 1 yard = 500 lbs; 1 ton = 4 yards
Newspaper 2 1_ _ Newspaper: 1 yard = 600 Ibs; 1 ton = 3.33 yards
Magazines <1 <1 : Magazines: 1 yard = 900 Ibs; 1 ton = 2.22 yards
Glass bottles and jars: ‘ n \

excludes labware, light bulbs, dishware, etc.) <1l__ <1 - Glass: 1 yard = 600 Ibs; 1 ton = 3.33 yards )
Metal cans 6__ 2 _Deposit cans and bottles Metalcans: 1 yard =150 lbs; 1 ton = 13.33 yards

picked up by vendor and
Plastic containers, #1 PETE or #2 HDPE

(excludes lab, automobile products) 1 ’ . 1 _'check sent to charity Plastic 1 yard = 50 Ibs; 1 ton = 80 cubic yards

Leaves and yard waste _<1_ <l__ i . Leaves: 1 yard = 250 lbs; 1 ton = 5.174 cubic yards
' Grass clippings: 1 yard = 404 Ibs; 1 ton = 4.95 yard

Wood waste (excludes demolition debris) o <1_ <1l__ ’ i Wood waste: 1 yard -;.500 Ibs; 1 ton = 4 yards v
Scrap metal _ <1 <l_ . ‘ Scrap metal: 1 yard =850 Ibs ; 1 ton = 3.53 yards
Vehicle batteries _ <1 <1l___ Vehicle batteries: 1 battery = 33 1bs; 60.6 batteries = 1 ton
Waste Oil —0_~ O_; ) . Waste oil: 7 Ibs = 1 gallon; 285 gallons =1 ton ’
TRASH __ 25 . _12.5__ ' __ABC Waste Systems_._
TOTALS _100__ _52.5__
Notes

1. See sample Recycling Plan form in the Cambridge Commercial Recycling Guide.
2. Although all materials must be listed in this waste audit, recycling is mandatory only for materials comprising greater than or equal to 5% by welght of your total rubbish.
3. As arule of thumb, one cubic yard of uncompacted trash weighs 250 pounds or one eighth of a ton, and one 30-gallon trash bag weighs about 20 pounds.



Section 2. Describe the process by which recyclable materials will be collected and

stored within your business or institution.
Corrugated cardboard boxes are generated by two retail establishments on street level.
These stores will flatten and store the boxes in a special dumpster only for cardboard.
The three principal office-paper generating tenants have put receptacles next to copy
machines and desks. Employees and customers will place paper in these and custodians
empty them into two large blue barrels provided by our vendor in the basement. Cans
will also be collected in blue barrels. The retailer (a cafe within a food market)
will rinse the cans and collect them in bag-lined barrels. Full bags will then be
placed in the barrels, also in the basement, for weekly pick-up.

‘Section 3a. Identify how the recyclables will be collected and transported to market.

ABC Waste Systems will come once per week to take away the cardboard in the dumpster and
once per month they will swap empty white paper and steel can collection barrels for our
full ones. .

|

Section 3b: Please attach certification that your hauler is, in fact, recycling the materials
being picked up. If your recycling hauler or drop-off station has certification of this

type on file with the Department of Public Works, check here: _X

Section 4. Indicate how your employees will be notified about recycling requirements.
How will you inform them what, where, how, and why to recycle? How will you
provide follow-up education on employees' role in recycling and update them on
the progress of recycling in your business?

After our waste audit, we determined that corrugated cardboard, white paper, and cans
would have to be recycled in our building. We informed all tenants about the
Mandatory Recycling Ordinance and about the recycling procedures in this building with
flyers tucked under doors in September. Verbal reminders are given to recycle and
separate cardboard, white paper, and steel cans. If custodians see any of these
materials in our trash dumpster, the generator will be notified and reminded about
mandatory recycling.

Section 5. COMMENTS

Recycling is turning out to be easier than we thought so far! It was a
nuisance at>first but we've gotten great cooperation from our tenants.




ANNUAL UPDATE to RECYCLING PLAN

In accordance with the requirements of regulations written pursuant to
Section 8.24.070 of the Cambridge Municipal Code, all commercial and non-
profit establishments occupying property in the City of Cambridge are
required to submit a Recycling Plan Update to the Commissioner of the
Department of Public Works by March 1 of each year reporting any changes
in recycling or trash hauling vendor, significant changes in percentages of
the waste stream occupied by each commodity listed during the previous
calendar year, or changes in materials recycled.

The Annual Update must include a waste audit and documentation that your
materials have been and are being recycled (such as photocopies of contracts
or receipts). Please feel free to attach additional pages or documents if
necessary.

Forms should be sent to Commercial Recycling Staff Assistant, Department of
Public Works, 147 Hampshire Street, Cambridge MA 02139 by March 1 of each
year. If you have any questions, call Gerald Boyle at 349-4836.



ANNUAL UPDATE TO RECYCLING PLAN

Section 1. Please return this form, with other information or documentation necessary, to Gerald Boyle, Department of Public Works, 147 Hampshire Street, Cambridge, MA 02139. Please type or print neatly. Feel free to call 349-4836.1

~

COMPANY/INSTITUTION ADDRESS For Profit Non-Profit _ DATE
TYPE OF BUSINESS: Office__ Industry__ Retail__ Restaurant__ Institution_ RECYCLING CONTACT JOB TITLE OF CONTACT
SQUARE FOOTAGE No. EMPLOYEES TELEPHONE FAX Do you manage collection and removal of your company's trash? Yes___ No

N

If another party such as your landlord, owner, lessee or management company manages trash, identify them here and fill the form out in conjunction with him or her. Name

v

Company Address Phone Fax

Landlords of buildings offering exclusively net lease arrangements are not obligated to fill out the remainder of this |;Ian, nor are they required to assemble and submit plans prepared by individual tenants. Such landlords

must, however, submit a list of all commercial tenants of such buildings.

Percentage

MATERIALS of total waste? Tons per year even if < 5%

defined 9 _ (even if <5%) ( by weight of your trash) Hauler/drop off site VOLUME to WEIG os3
Corrugated cardboard boxes ) - Corrugated : 1 yard = 285 lbs; 4 ton = 7.018 yards
Office paper S . Office paper: 1 yard = 500 Ibs; 1 ton = 4 yards
Newspaper - Newspaper: 1 yard = 600 Ibs; 1 ton = 3.33 yards
Magazines - Magazines: 1 yard = 900 Ibs; 1 ton = 2.22 yards
Glass bottles and jars:

(excludes labware, light bulbs, dishware, etc.) - . Glass: 1 yard = 600 Ibs; 1 ton = 3.33 yards
Metal cans and foils I e Metal cans: 1 yard = 150 Ibs; 1 ton = 13.33 yards
Plastic containers, #1 PETE or #2 HDPE

(excludes lab, automobile products) . I Plastic: 1 yard = 50 Ibs; 1 ton = 80 cubic yards
Leaves and yard waste - — Leaves: 1 yard = 250 lbs; 1 ton = 5.174 cubic yards;

Grass clippings: 1 yard = 404 lbs; 1 ton = 4.95 yards

Wood waste (excludes demolition debris) o — Wood waste: 1 yard = 500 lbs; 1 ton = 4 yards
Scrap metal - — Scrap metal: 1 yard = 850 Ibs; 1 ton = 3.53 yards
Vehicle batteries e Batteries: 1 battery = 33 Ibs; 60.6 batteries = 1 ton
Waste Oil o e ! Waste oil: 7 Ibs = 1 gallon; 285 gallons = 1 ton
TRASH e
TOTALS - —
Notes

1. See sample Recycling Plan form in the Cambridge Commercial Recycling Guide.
2. Although all materials must be listed in this waste audit, recycling is mandatory only for materials comprising greater than or equal to 5% by weight of your total rubbish.
3. As a rule of thumb, one cubic yard of uncompacted trash weighs 250 pounds or one eighth of a ton, and one 30-gallon trash bag weighs about 20 pounds.

Sction 2. If your hauler is new within the past year, please attach certification that your hauler is, in fact, recycling the materials being picked up. If your recycling hauler or drop-off station has cemﬁcauon of this type on
file with the Department of Public Works, check here:



Section 2. Describe the process by which recyclable materials will be collected and
stored within your business or institution.

Section 3a. Identify how the recyclables will be collected and transported to market.

Section 3b: Please attach certification that your hauler is, in fact, recycling the materials
being picked up. If your recycling hauler or drop-off station has certification of this
type on file with the Department of Public Works, check here: __

Section 4. Indicate how your employees will be notified about recycling requirements.
How will you inform them what, where, how, and why to recycle? How will you
~ provide follow-up education on employees' role in recycling and update them on
the progress of recycling in your business?

Section 5. COMMENTS



SECTION 4: RESOURCE LIST » Page 25

SECTION 4: Resource List

This section contains a comprehensive list of recycling companies and
waste haulers in Eastern Massachusetts. Inclusion in no way represents
an endorsement by the City of Cambridge, nor does it imply a certain

’ minimum quality of service. In addition to this list, see the Boston
Yellow Pages under "Recycling Centers," "Rubbish and Gar-
bage Disposal," and "Waste Paper."

We suggest that you ask each company for a list of some of their custom-
ers before you sign a contract. Other information may be available from
the Better Business Bureau at 482-9151. For information on recycling
vehicle storage batteries, composting yard waste, or other unlisted com-
modities, call the Recycling Program at 349-4836.

This list was compiled from data supplied by Earthworm, Inc., the Eastern
Massachusetts Recycling Association, MassRecycle, and the Massachu-
setts Department of Environmental Protection.

The list is divided into three sections: Drop-off Recycling Stations, Haul-
ers of Recyclable Materials, and Consultants.

*Drop-offs: You need to arrange transportation of recyclables to
these locations on your own. Facilities accepting only deposit beverage
containers or scrap metal are not listed; check the Boston Yellow Pages
under "Redemption Centers" and "Scrap Metals" to recycle these com-
modities. Services picking up deposit beverage containers are listed,
however, under the "Haulers" category.

*Haulers will come to your business site to pick up and transport the
material for recycling. Be sure to ask prospective haulers about minimum
quantities, separation specifications, and receptacle types.

eConsultants accept or haul no recyclable materials, but will help
design, implement, and sustain recycling programs.
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DROP-OFF RECYCLING STATIONS

Company Tel. Accepts
Basic Waste Systems 396-1177 Office paper

15 Cooper St.
Medford, MA 02155

B.F. I
Browning-Ferris Ind. 227-7672 Office paper, newspaper, corrugated boxes,
29 East Street glass, metal, plastic

Cambridge, MA 02141

F. M. Fibers 242-0809 Office paper, newspaper, and corrugated boxes
53 Jefferson Ave.

Salem, MA 01970

Foster Forbes (508) 478-2500 Glass
1 National St.

Milford, MA 01757

Watertown Recycling Ctr.  972-6413 Office paper, glass, and metal

Grove St. . (Saturday and Sunday only, 10 am - 3 pm)
Watertown, MA 02172 ’ ‘

HAULERS OF RECYCLABLE MATERIALS

Hauler/Location Materials picked up
All Brands Redmptn. Ctr./Everett Deposit beverage containers
389-0004 :
American Paper Recycling Office paper, newspaper, and corrugated boxes
Co./ Mansfield
508-339-5551
Avon Fibres/Avon Office paper, corrugated boxes
508-588-7866
Better Bottle and Can Redemption Deposit beverage containers '

Burlington/273-1373

Boston Can/Boston Deposit beverage containers
247-3120

Brighton Redemption/Brighton : Deposit be\ierage containers
782-2050

Browning-Ferris Industries Office paper, newspaper, corrugated boxes, glass,
(B.F.l.)/Brighton metal, plastic

254-1800



~

Hauler/location

C & J Trucking Co
Londonderry, NH/603-434-4680

Capital Paper Recycling
Plympton/585-4901

Clean Environments, Inc.
N. Billerica/508-667-0096

Conigliaro Industries
Framingham/508-655-5251

Container Services
Walpole/508-660-1804

Earthworm, Inc./Greater
Boston Recyclers
Somerville/426-73443

Essex Waste Paper/P & T
Container/Lawrence/508-682-5226

F. M. Fibers/Salem
242-0809

Frank Miller & Son/N. Attleboro
508-695-0211

Ginsberg & Company/Boston
617-426-5698

Greenblatt Co./Lowell

- 508-453-5111

Hanna Paper Recycling/Sharon
784-5155, MA

E. L. Harvey & Son/Westborough
508-366-4123

Jet-A-Way / Kemble Waste/Boston
617-288-7131, ext. 237

Laidlaw Waste Syst. Inc./Revere
289-0500

Laser Perf. Products, Inc./lpswich
800-344-6137

Materials picked up
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Office paper, newspaper, corrugated boxes

Office paper
AN
Glass, metal, plastic, deposit beverage

Corrugated boxes, glass, metal, plastic

Glass, metal, plastic, deposit beverage

Office paper, glass, metal, plastic

Office paper

containers

containers

Office paper, newspapér and corrugated boxes

Office paper, newspaper and corrugated boxes

Office paper and aluminum
Office paper and corrugated boxes

Office paper and corrugated boxes

Office paper, newspaper, corrugated boxes, metal, glass, plastic,

and other materials

Office paper, newspaper, corrugated boxes, metal, glass, plastic,

and other materials

Office paper, newspaper, corrugated boxes, metal, glass, plastic,

and other materials

Small quantities of office paper, other materials
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Hauler/Location

Lenox/Dorchester
288-2841

McGinnis Paper Recycling/Quincy
773-9901

National Recycling, Inc./Attleboro
508-226-1700

North Atlantic Recycling/N. Andover
682-5422

Office Paper Recovery/Wilmington
508-694-1450

Office Paper Recyéling/Data Destr.
Woburn/800-762-6765

Recycling Enterprises/Oxford
949-2797

Save That Stuff/Boston
482-3878

- Spiegel Co., Inc./Brockton
963-7757

Triple A Computer/Arvco/Oxford MA
508-987-0186

Turner Trucking & Salvage/Lynn
595-3741

Vel-A-TramvN. Billerica
508-663-7266

Vining Disposal/Medford
279-0006 ’

Waste Management Inc./Wakefield
776-1000

Waverly Redemption/Waltham
(Fernald School for the Retarded)
894-3600 ext. 2369

Youth at Work/Boston
338-1318

Materials picked up

Office paper

Office [;)aper

Office paper

Office paper

Office paper

Shreds for confidentiality and recycles officg paper
Office paper

Corrugated cardbbard

Office péper

Office paper, hewspaper, and corrugated boxes

White goods and newspaper

. Office paper

Office paper, newspaper, glass, metal, and plastic
Office paper, newspaper, corrugated boxes, metal,
glass, plastic

Deposit beverage containers

Office paper




Company
Alternative Resources, Inc.

9 Pond Lane
Concord, MA 01742

Corporate Conservation
4 Brattle St.
Cambridge, MA 02138

Eco-Log
9 1/2 Maple St.
Maynard, MA 01754

Hammer Environmental Consulting
P. O. Box 2241
Cambridge, MA 02238

Scientific Applications International
221 Third St.
Newport, Rl 02840

Tellus Institute
89 Broad St.
Boston, MA

Waste Not Recycling Inc.
60 Wyoming Rd.
Newton, MA

CONSULTANTS

Telephone
508-371-2054

868-6864
800-734-6537

547-9447

401-847-4210 -

426-5844

630-9131

——— SECTION 4: RESOURCE LIST « Page 29
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Appendix A:
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Appendix D:
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APPENDICES

Matrix of Recyclable Materials by Business Type
Conversion of Volume to Weight for Recyclable Materials
Sample Kick-Off Memo

Safnple Building Recycling Instructions

Cambridge Recycling Regulations

Recipients of Business Recycling Awards
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APPENDIX A

MATRIX OF WASTE COMPOSITION BY BUSINESS TYPE

NOTES: 1. Percentages express weight, not volume. Highlighted numbers indicate materials a given industry would be
expected to generate in quantities of greater than or equal to 5%, which must be recycled. If your trash figures are in vol-
ume, see Appendix B to convert to weight. 2. Businesses falling outside these categories will not follow the
same patterns. A business may generate unusual quantities of a given recyclable material. If you suspect this is the
case, consult your custodians. You may need to make a more detailed analysi<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>