Sample Letter to Businesses
Date 

Name of Business

Address 1

Address 2

City, State Zip
Re: Business Recycling Data Report

Dear ______________:

Each year the Commonwealth of Virginia requires local governments to submit documented recycling and waste disposal information to determine whether mandated recycling rates and targeted requirements (as set in the Code of Virginia §10.1-1411) have been met. §10.1-1411 of the Code of Virginia requires Name of County/Locality to maintain a minimum 15/25% (select appropriate response) recycling rate. 

As part of our annual reporting, we are able to include all recycling data from the residential, commercial, and institutional sectors, and collecting recycling data from your operation will help Name of County/Locality reach its recycling goal. 
We have generated this simple questionnaire and survey for your business to use in reporting its recycling information. The accuracy of the information that you report back to us is very important in determining our jurisdictional recycling as well a state recycling rate. We do appreciate your help and encourage you to call us at __________ if you have any further questions regarding the completion of this report.

Please review the information below, and then complete and return the recycling information and data forms to us by __________________ (date).
Sincerely,

Return forms to:

Company Recycling Profile (Year of Survey)
Company/Business Name:










Contact Name:





E-Mail:

____________

Address:






______________________________

Phone Number:

_______________Fax Number: ___________________________
Type of Business: (circle one)
Manufacturing



Government


Transportation

Retail Store



Food Services


Professional Services
Recycling Mechanism (Please answer the following questions):
1)
Y / N
Recyclables are hauled to a recycling facility by your company

If “yes” please provide the following information:

Name of Recycling Facility:  ________________________________________________________
Address of Recycling Facility: ________________________________________________________________________________________________________________________________________________
3) 
Y / N 
Commercial collection service provides recycling pick-up for your business


If “yes” please provide the following information:

Name of Recycling Service: _______________________________________________
Name and location of Recycling Facility used by the Recycling Service: ________________________________________________________________________________________________________________________________________________
Please complete the attached form to report quantitative recycling data
I certify that all information is accurately documented to the best of my knowledge:
Name: ____________________________________ 
Signature: _________________________________ 
Date: _______________________
	Company Name
	This report covers the calendar year (           )
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	Recyclable Material (report in tons)
	Tons of Material Recycled
	Delivered by your Company (Y/N)
	Collected by a Recycling Service 
(Y/N)
	Name of 
Recycling 
Vendor

	(See information below for guidance)
	 
	Specify Vendor in Column E
	Specify Vendor in Column E
	 

	Paper
	
	
	
	

	Metal
	
	
	
	

	Plastic
	
	
	
	

	Glass
	
	
	
	

	Commingled (Mixed 
Recyclable Material)
	
	
	

	Yard Waste
	
	
	
	

	Debris Waste 
	
	
	
	

	Construction and Demolition Waste
	
	
	
	

	Electronics
	
	
	
	

	Tires 
	
	
	
	

	Oil
	
	
	
	

	Antifreeze
	
	
	
	

	Cloth/Textiles 
	
	
	
	

	Batteries
	
	
	
	

	Other (provide description of material)
	
	
	
	

	Other
	
	
	
	

	Other
	
	
	
	

	Other
	
	
	
	

	TOTAL TONNAGE COLLECTED
	
	
	
	

	
	
	
	
	

	2000 lbs=1 ton, 1 gal oil = 8  lbs
	
	
	
	

	1 gal antifreeze = 9 lbs
	
	
	
	

	
	
	
	
	

	Paper includes recyclable white and mixed units such as cardboard, catalogs, junk mail, magazines, newspapers, paperboard, etc..

	Metal includes aluminum, ferrous and non-ferrous metals, lead, scrap metal, steel etc..
	 

	Plastic includes bags, bottles, films, packaging/straps, shrink wrap, etc…
	 
	 

	Glass includes bottles and containers
	 
	 
	 
	 

	Yard Waste includes composted or mulched waste only 
	 
	 
	 

	Debris Waste includes brush, leaves, stumps, wood, etc. (land clearing material commercially "harvested" or processed not applicable)

	Construction and Demolition Waste such as brick, concrete, glass, lumber, metal, paving material, pipes, sheetrock, wire, etc…

	Electronics include cell phones, computers, monitors, stereo equipment, televisions, VCRs, etc…

	Oil and Antifreeze only includes that which is recycled from a business vehicle fleet
	 

	Cloth/Textiles include carpet, curtains, drapes, fabric, shoes, towels, etc…
	 
	 

	Batteries such as alkaline, lead-acid, lithium, nickel cadmium (rechargeable), silver oxide (watches/hearing aids), etc…

	Other materials may include recyclables such as ink/toner cartridges, pallets, restaurant grease, etc...


