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Re ire en s
The following are S.C. State Agency Recycling Requirements per the S.C. Solid Waste 
Policy and Management Act of 1991 (Act) – S.C. Code of Laws §§ 44-96-10 et seq.

• Establish recycling programs for the collection of 
selected materials including, but not limited to, 
aluminum, cardboard, glass, lead-acid batteries, 
paper, plastic, tires and used motor oil;

• Establish a program to reduce the amount of 
solid waste generated to the maximum extent 
possible; and

• Report the type and amount of material 
recycled and all products purchased containing 
recycled-content material by September 15 
of each year to the S.C. Department of Health 
and Environmental Control (DHEC). The Act 
sets a goal that at least 25 percent of all 
product purchases contain recycled-content 
material.

NOTICENOTICENOTICE

“The S.C. State Agency Recycling Professionals Certification Training Manual for 
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The Green Government Initiative – a program of the S.C. Department of Health and Environmental Control's Office 
of Solid Waste Reduction and Recycling (Office) – is designed to assist state agencies with the implementation and 
promotion of recycling and buy-recycled efforts. 

The program includes: 

• An electronic newsletter; 

• Annual workshops to network, celebrate successes and brainstorm ways to improve 
and expand agency recycling programs; 

• Comprehensive best practice toolkits; and 

• Much more. 

The Green Government Initiative provides professional educational material and is 
especially beneficial for state agencies with limited recycling experience and resources. 

For more information, please contact the Office at 1-800-768-7348.
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The Basics of Recycling CHAPTER 1CHAPTER 1CHAPTER 1

 c  S  is gener ed  
in S  r lin
Each year, the S.C. Department of Health and 
Environmental Control’s (DHEC) Office of Solid Waste 
Reduction and Recycling (Office) publishes “The S.C. Solid 
Waste Management Annual Report” for the previous fiscal 
year – July 1 through June 30. This report provides the 
amount and type of solid waste disposed of and detailed 
information on the amount of material recycled by 
commodity.

South Carolinians generated more than 4.3 million  
tons of MSW in fiscal year (FY) 2016 according to this 
report. Nationwide, Americans generated about  
258 million tons of MSW in 2014 according to the  
U.S. Environmental Protection Agency's (EPA) most  
recent Advancing Sustainable Materials Management 
report.

South Carolinians disposed of 3.6 pounds of MSW per 
person per day (p/p/d) in FY16. The national average for 
disposal was 2.3 p/p/d in 2014 according to EPA.

Municipal Solid Waste (MSW) in South Carolina is 
defined as the combined residential, commercial, 
institutional/non-profit and industrial packaging/
office waste generated. This includes paper, cans, 
bottles, food waste, yard trimmings, packaging and 
other items. 

It does NOT include the following:

• Industrial process waste like scraps and  
by-products from the manufacturing process;

• Construction and demolition (C&D) debris;

• Automobile bodies;

• Agricultural waste;

• Land-clearing debris;

• Combustion ash; 

• Mining waste;

• Sewage sludge; or

• Hazardous, infectious and radioactive waste.

In South Carolina, MSW typically represents about  
33 percent of total solid waste generated.

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition
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ere d es S  g  

Of the 4.3 million tons of MSW 
generated in South Carolina for FY16, 
almost 1.1 million tons were recycled 
resulting in a MSW recycling rate of 25.4 
percent. Of the remaining amount, more 
than 3.2 million tons were disposed of in 
MSW landfills. Chart 1.2 shows the amounts 
recycled by commodity.

Chart 1.3 shows the total MSW generation by 
material in the United States for 2014.

s e n ge en  ier rc y
Because no single approach is suitable for managing 
all waste streams, EPA developed a hierarchy ranking 
environmentally sound strategies for managing MSW. The 
hierarchy is shown in Figure 1.1.  Remember the following.

• Source reduction is preventing waste before it 
happens.

• Reuse is to use again.

Waste reduction and reuse activities undertaken by state 
agencies can have a large impact on the waste stream and 
also can result in significant cost savings.

CHART 1.3: MSW Generation by Material  
in the United States for 2014

PAPER 

26.6%

GLASS 4.4%

METAL

9.0%

RUBBER,  
LEATHER 
& TEXTILES
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YARD TRIMMINGS 13.3%
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SOURCE: EPA

FOOD

14.9%

PLASTICS

12.9%

WOOD 6.2%

FIGURE 1.1: Waste Management Hierarchy

SOURCE: EPA

CHART 1.2: MSW Commodities Recycled  
as a Percentage of All MSW Recycled in South 
Carolina for FY16
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y recycle
Recycling does more than provide environmental  
benefits. 

• Recycling has significant economic benefits. The 
recycling industry has a $13 billion annual impact on 
the state’s economy and is directly responsible for 
22,403 jobs, $329 million in state and local tax revenue 
each year and $2.7 billion in annual personal income.

• Recyclables have value.

• Recycling can be cost competitive with disposal or 
incineration.

• Recycling helps reduce greenhouse gas emissions 
including major amounts of methane produced by 
landfills and incinerators.

• Recycling saves energy. Less energy is needed to 
process recovered material than to extract, transport 
and process virgin material. This reduces the burning 
of fossil fuels and prevents pollution.

• Recycling reduces litter. As much as 75 percent of 
litter is material that can be recycled.

 is recycling
According to EPA, recycling is the series of 
activities by which material that is no longer useful 
to the generator is collected, sorted, processed 
and converted into raw material and used in the 
production of new products.

Although people often think of recycling as the act of 
sorting material from solid waste and placing it in a 
separate container for pick up, recycling only occurs 
when all of the following steps are completed:

1. Collection of items that would otherwise be 
considered waste (includes transportation to 
market);

2. Processing and 
remanufacturing the 
recycled raw material 
into new products; and

3. Buying recycled 
products.

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

• Recycling slows the harvest of trees and saves other 
natural resources. For example, when one ton of steel 
is recycled, 2,500 pounds of iron ore, 1,400 pounds of 
coal and 120 pounds of limestone are conserved.

• Recycling stimulates the development of green 
technology, which creates jobs.

• Recycling contributes to a sustainable future.

e S  S lid s e licy nd 
n ge en  c   

South Carolina passed its first comprehensive law 
regarding the management of solid waste in May 1991. 
Major requirements of the S.C. Solid Waste Policy and 
Management Act of 1991 (Act) – S.C. Code of Laws §§  
44-96-10 et seq. – include the following.

• The Act requires state agencies and colleges/
universities to establish recycling programs for at 
least the following material: aluminum, cardboard, 
glass, lead-acid batteries, paper, plastic, tires and used 
motor oil.

• The Act established DHEC’s Office of Solid Waste 
Reduction and Recycling (Office) and charged the 
Office with providing:

• Technical assistance;

• Educational and awareness programs to local 
governments, businesses, colleges/universities, 
schools and the public regarding solid waste and 
recycling issues; and

• Grant funding to local governments, schools and 
colleges/universities to support their recycling 
efforts.

The Office serves solely as a resource to assist such 
stakeholders and has no regulatory, compliance or 
enforcement role.

• The Act requires state agencies to report to DHEC 
the amount of MSW recycled annually. DHEC 
sends each state agency an annual Recycling and 
Buying Recycled Progress Report Survey that solicits 
information about waste reduction, recycling and 
green purchasing efforts within the agency.

• The Act bans certain material from MSW landfill 
disposal including large appliances, lead-acid 
batteries, used motor oil, used oil filters, waste 
tires (whole) and yard trimmings. In addition, South 
Carolina passed electronics legislation (S.C. Code of 
Laws §§ 48-60-05 et seq.) in 2010 that banned the 
disposal of specific electronics (consumer-generated 
televisions, computers, computer monitors and 
printers) in solid waste landfills.
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Recycle reS  ign el s r nd recycling in S  r lin  

The RecycleMoreSC campaign is designed to reinvigorate recycling in South Carolina by:

• Promoting the economic and environmental benefits of recycling;

• Providing tools to local governments to present a clear, consistent message across the state; and

• Challenging residents, businesses and others to do their part and recycle more.

The campaign is the centerpiece effort of the 40by2020 Partnership. The partnership is a group of public and 
private stakeholders dedicated to sharing knowledge, coordinating resources and working together to help 
South Carolina meet or exceed its 40 percent recycling goal set for 2020.

The partnership includes Pratt Industries, 
Sonoco Recycling, the S.C. Beverage 
Association, PalmettoPride, the S.C. 
Department of Commerce and DHEC.

Learn more at www.recyclemoresc.org.

e c s s e Red c i n  
 Recycling ls

The Act established a statewide recycling goal of 25 
percent and a waste reduction goal (reducing the amount 
of waste going to landfills and incinerators) of 30 percent. 
These goals were updated in 2000 and again in 2011. The 
recycling goal was most recently changed to 40 percent of 
the MSW stream with a target date of June 30, 2020. The 

waste reduction goal was changed to a per-capita disposal 
goal of 3.25 pounds of MSW per person per day (p/p/d) and 
also has a target date of June 30, 2020.

In FY16, South Carolina’s recycling rate was 25.4 percent, 
with a disposal rate of 3.6 p/p/d. Table 1.4 on page 7 shows 
the amount of MSW recycled in tons from FY12 through 
FY16. In comparison, Table 1.6 shows the amount of MSW 
disposed of in tons from FY12 through FY16.
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TABLE 1.4: S.C. MSW Recycled by FY

FISCAL 
YEAR

RECYCLED  
IN TONS

RECYCLING  
RATE BY 

PERCENT

RECYCLED  
IN P/P/D

2012 1,229,100 29.5% 1.4

2013 1,371,960 31.5% 1.6

2014 1,263,495 29.2% 1.4

2015 1,101,190 26.5% 1.3

2016 1,094,569 25.4% 1.2

TABLE 1.5: S.C. TSW Recycled by FY

FISCAL 
YEAR

RECYCLED  
IN TONS

RECYCLING  
RATE BY 

PERCENT

RECYCLED  
IN P/P/D

2012 5,314,842 40.8%  6.2

2013 7,700,976 49.3% 8.9

2014 6,030,557 43.2% 6.9

2015 2,974,363 26.3% 3.4

2016 2,788,140 25.0% 3.1

TABLE 1.6: S.C. MSW Disposed of by FY

FISCAL 
YEAR

DISPOSED OF  
IN TONS

DISPOSED OF  
IN P/P/D

2012 2,935,876 3.4

2013 2,985,852 3.5

2014 3,067,942 3.5

2015 3,058,388 3.5

2016 3,213,592 3.6

TABLE 1.7: S.C. TSW Disposed of by FY

FISCAL 
YEAR

DISPOSED OF  
IN TONS

DISPOSED OF  
IN P/P/D

2012 7,696,559 9.0

2013 7,906,522 9.2

2014 7,918,780 9.1

2015 8,317,621 9.4

2016 8,376,283 9.4

 is S
Total solid waste (TSW) is all the solid waste that South 
Carolinians generate. TSW includes MSW as well as C&D 
debris, exported solid waste, biosolids, land-clearing 
debris, agricultural waste, automobile bodies and industrial 
solid waste.

The amount of TSW generated in South Carolina in  
FY16 was about 11.1 million tons. Of this amount, more 
than 8.3 million tons were disposed of in landfills. Almost 
2.8 million tons, or 25 percent, were recycled. 

Table 1.5 shows the amount of TSW recycled from FY12 
through FY16. Table 1.7 shows the amount of TSW 
disposed of from FY12 through FY16.

TSW provides a much more comprehensive look at how 
much waste is generated, disposed of and recycled.

References & Resources References & Resources References & Resources References & Resources References & Resources References & Resources References & Resources References & Resources References & Resources 
for Chapter 1 for Chapter 1 for Chapter 1 
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http://www.scdhec.gov/library/CR-011380.pdf
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evel ing  le en ing   
r ving Recycling r gr sgr s

CHAPTER 2CHAPTER 2CHAPTER 2

Creating a recycling program requires commitment.

A lot of work goes into developing, implementing, 
maintaining and improving a recycling program. In a 
state agency, recycling has to be a team commitment – if 
enough people don’t participate, the program won’t make 
it off the ground. There also may be adversity over whether 
the program will work within the agency budget.

If you are initially met with disinterest, develop a pilot 
program in a high traffic area to demonstrate the need 
for recycling in your agency. See Researching & Securing 
Support: Pilot Programs below for more information.

nd c  Rese rc
Prior to setting up a recycling program, the following 
topics should be researched.

RESEARCH STATE AND LOCAL LAWS & POLICIES

The S.C. Solid Waste Policy and Management Act (Act) 
of 1991 has specific requirements for state agencies. See 
Chapter 1 for details.

In addition to state laws and policies, contact the municipal 
and/or county government in which the agency is located 
to learn about local recycling laws and policies.

RESEARCH STATE AGENCY POLICIES

Many agencies have policies regarding solid waste 
management and recycling. Often, these policies are 
part of a broader agency culture. Questions to assist 
with identifying potential policies impacting solid waste 

management and recycling at the agency should include 
the following.

• Are agency buildings or events required to have 
recycling programs and/or containers?

• If there are no recycling programs at satellite 
offices, have attempts been made in the past to 
establish recycling programs? What can be learned 
from those attempts?

Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: Researching & Securing Support: 
PILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMSPILOT PROGRAMS
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• Does the state agency mission statement include a 
commitment to the environment or sustainability?

• Is there a green building policy that requires 
recycling for construction and demolition (C&D) 
projects?

RESEARCH THE CURRENT SOLID WASTE 
MANAGEMENT SYSTEM

Researching the current solid waste management system 
may require interviews and site visits as well as conducting 
waste audits. 

When conducting interviews it is important to 
gather information from representatives of facilities 
management, procurement, event coordinators and any 
other departments that play a role in waste creation or 
management as well as recycling professionals from other 
state agencies.

Table 2.1 provides examples of the types of information 
that can be obtained from various stakeholders. Note that 
depending on the state agency, different departments may 
be involved in certain tasks.

evel   recycling r gr  r s l  
 resen   gency le ders i

WHAT MATERIAL SHOULD BE INCLUDED IN THE 
RECYCLING PROGRAM?

When deciding what material should be included in a 
recycling program or what to target first, there are several 
questions to consider.

• What material is generated in large quantities? 

• Where is it generated?

TABLE 2.1: Example of Types of Information to be Obtained from Stakeholder Interviews

TYPE OF INFORMATION POTENTIAL STAKEHOLDERS TO INTERVIEW

Cost of Current Recycling and Waste Collection 
and Disposal Program

• Operations/Facilities Department

• Department of General Services

• Procurement

Tonnage Disposed of and Recovered/
Composition of Waste

• Recycling Service Provider

• Waste Collection Service Provider

Types and Sources of Material Generated • Operations/Facilities Department

• Food Services Department/Food Contractors

• Event Coordinators

Potential Material (that can be included in 
recycling program and potential vendors)

• Operations/Facilities Department

• Recycling Service Provider

• County/City Recycling Coordinator

• S.C. Department of Health & Environmental Control (DHEC)

Container Types and Spacing • Various departments (to understand space constraints and amounts 
generated)

• Operations/Facilities Department

• Recycling Service Provider

Cost of Potential Recycling Programs • Recycling Service Provider

• County/City Recycling Coordinator

Potential Funding Sources • Administration

Potential Revenue Shares • Recycling Service Provider

• End Markets
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• Could waste reduction or reuse programs be 
implemented in place of recycling programs for 
certain material (e.g., double-sided printing)?

• Is some material only generated at specific events or 
locations on site? If so, which kinds and where?

• Does some material have the potential to generate 
revenue?

• Are there no-cost recycling programs offered by 
third parties that could address some recycling 
needs (e.g., rechargeable batteries)?

While it is possible to start a recycling program with some 
material and add more later, it is important to plan for 
such expansion by selecting/sizing collection containers 
appropriately.

WHICH WASTE GENERATION LOCATIONS AND/OR 
EVENTS SHOULD BE TARGETED?

Various types and quantities of solid waste and recyclable 
material are generated in different locations and at 
different events. It is generally advantageous to begin 
a program to target the “low-hanging fruit” – locations 
and events where recyclables are generated in significant 
quantity and are easily recycled.

WHAT ARE THE VARIOUS ROLES AND 
RESPONSIBILITIES IN A RECYCLING PROGRAM?

The conditions and material to be handled determine the 
roles and responsibilities in any recycling situation.

There are three categories of recycling collection locations:

1. Point-of-generation collection location (e.g., a bin in 
an office or food service area);

2. Intermediate collection location, if needed  
(e.g., a roll cart in a hallway where employees empty 
bins); and

3. Point-of-collection 
location (e.g., a recycling 
roll-off container in a 
loading area where roll 
carts are emptied).

Staff need to be properly trained 
on handling, placement and 
possible issues that may arise 
from the collection of recyclables 
relative to each location type. Job 
descriptions and vendor bid/contract language should be 
revised as appropriate to clearly define responsibilities. 
Also ensure that all containers are the appropriate size 
and work well when transferring material into larger 
containers and/or collection vehicles. Point of collection 
and processing options include having:

• Staff members collect and deliver to a publicly or 
privately owned processing facility;

• A private contractor collect and deliver to a 
processing facility owned by the same company; and

• A private contractor collect and deliver to a 
processing facility owned by another entity.

What items are typically recycled?What items are typically recycled?What items are typically recycled?What items are typically recycled?What items are typically recycled?What items are typically recycled?

Location. Location. Location.

Consider the following locations and events:

• Building/site entrances and exits;

• Break rooms;

• Conference rooms;

• Copy/supply rooms;

• Cafeterias/canteens;

• Common areas (indoor and outdoor);

• C&D activities;

• Grounds maintenance activities; and

• Conferences, exhibitions and cultural events.
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When finalizing the recycling program proposal, be sure 
to include what material will be collected and where 
containers will be located as well as:

• Costs of the program including equipment and 
additional staff hours required;

• Potential tons of material (by type) to be recycled 
monthly and annually;

• Any potential cost savings due to avoided disposal 
costs (e.g., reduction in pull fees and disposal fees for 
diverting waste from the landfill);

• Potential revenues received through the sale of 
recyclables; and

• How the program supports sustainability/
environmental stewardship goals and policies.

evel  n i le en i n l n
An implementation plan takes the planning process to the 
next level and addresses the following actions.

1. SELECT THE HAULER AND PROCESSOR. State 
agencies seeking to use contractors for hauling 
and/or processing should solicit proposals at the 
beginning of the implementation process. This process 
typically is handled by the procurement department 
and is conducted in accordance with all state and 
agency procurement regulations/policies. For more 
information about effective contracting, please see 

the State Agency Recycling Professionals Procurement 
Supplement.

2. SELECT COLLECTION EQUIPMENT. Working with 
the hauler and processor, proceed with selecting  
and acquiring necessary collection equipment, 
considering both recycling bins/roll carts and 
recycling drop-off containers (e.g., dumpsters, roll-off 
containers, compactors). It is important to ensure 
the agency’s collection equipment is compatible with 
the hauler’s collection vehicles, which may include 
side-loading collection vehicles, rear-loading collection 
vehicles and front-end collection vehicles.

3. IDENTIFY POTENTIAL PARTNERS. Both partners 
from the agency and from other areas of the 
community may be able to provide expertise, outreach 
and other support and/or equipment (e.g., containers, 
signs) to a new recycling program. Prior to kicking  
off the recycling program, consider seeking partners 
such as:

• Public relations staff;

• Local non-profits;

• Product manufacturers/programs supported by 
cooperatives (e.g., Call2Recycle );

• Recycling service providers; and

• DHEC’s Office of Solid Waste Reduction and 
Recycling.

TABLE 2.2: Examples of Recycling Collection Containers

POINT-OF-GENERATION 
(DESKSIDE) CONTAINERS

INTERMEDIATE  
RECYCLING CONTAINERS

POINT-OF-COLLECTION 
CONTAINERS

For depositing recyclable material 
where it is generated.

For consolidating material into 
fewer, more centrally located 
containers.

To consolidate all material for 
pickup at one outdoor location to 
be taken to recycling facility.
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4. TRAIN STAFF. It is important that staff are clear on 
their roles and responsibilities. They also should know:

• How the program will be monitored – what 
metrics will be used to measure the success of the 
program;

• The benefits of the recycling program; and

• Who the point of contact is if they have 
questions or concerns about the program.

Once the program is underway, review procedures so 
that any issues identified can be resolved quickly. It 
is helpful to keep staff excited by informing them of 
program successes and expressing gratitude for their 
assistance.

5. DEVELOP EDUCATION AND OUTREACH PLAN. 
It is important to educate staff and visitors about 
the recycling program as early as possible and to 
be receptive to their feedback. For many, recycling 
may be a new behavior, so educating the target 
audience about the recycling program is key. For 
more information about education and outreach, see 
Chapter 3.

6. DEVELOP RECYCLING PROGRAM TRACKING 
METHODS. Regularly collecting data to track the 
progress of the recycling program is important to 

document success and to identify potential areas 
for improvement. If benefits and progress over time 
are well documented, then the program stands a 
greater chance of continued support from agency 
administrators.

Some metrics that will assist in the evaluation of the 
recycling program include the cost of both waste disposal 
and recycling, the quantity of residuals/contamination 
collected with recyclables and the tonnage of recyclables 
collected, processed and marketed. More information on 
recordkeeping and reporting is provided in Chapter 5.

le en  e recycling r gr
Before launching the program, ensure all of the following 
elements are in place.

• Containers are located in the appropriate places as 
described in the plan.

• Any necessary stickers, signs or emblems are on 
containers and educational posters are securely 
hung.

• Recycling staff are trained regarding their roles and 
responsibilities.

• A contract or service agreement has been 
established with the recycling service provider(s) or 
insure that staff have agreed to transport material to 
nearby drop-off facilities.

CONTAMINATION is when non-recyclable material 
is mixed with recyclable material or when recyclable 
items are sorted incorrectly, resulting in mixed, dirty 
and sometimes non-recyclable streams of material.

A RESIDUAL is the material that is improperly 
sorted or is contaminating a recyclable material.

DefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitions
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• A system is in place for a specific staff member to 
monitor and record the success of the program as 
well as to gather feedback.

• Employees have been trained on the basics of 
recycling and have contact information if they have 
questions.

• Outreach regarding the program has been planned 
and implemented. This might include a kickoff event, 
updated website information, distribution of print 
material and visual displays.

• A method of sharing program results with all 
participants has been established.

n in s r ve en

Once the recycling program is underway, it is vital to 
monitor the program’s progress through the reporting and 
metric analysis described earlier. It also is important to 
be aware of any new markets, what other institutions are 
doing in waste reduction and to continuously consider how 
waste management programs can better support the state 
agency’s sustainability goals. Continuous improvement 
involves communicating with staff and visitors on an 
ongoing basis and learning from:

• DHEC’s Office of Solid Waste Reduction and 
Recycling;

• Other state agencies;

• Recycling service providers; and

• Recycling organizations like the Carolina Recycling 
Association (CRA), Keep America Beautiful (KAB), the 
National Recycling Coalition (NRC) and the Southeast 
Recycling Development Council (SERDC).

Results from monitoring such information can be used to 
fine tune the program so that it operates more effectively.
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d c i n  r i n
The Role of the State Agency Recycling 

rdin r in d c i n  r i n
State agency recycling coordinators understand the 
benefits of waste reduction and recycling and at the same 
time recognize that their colleagues may not. Agency 
recycling coordinators, however, can increase recycling 
program support through the approaches described below.

• PROMOTION: Making the agency community aware 
that recycling services are available and providing 
details and encouragement about the program. 
EXAMPLE: Recycling at work is easy – just look for the 
green bins.

• INSTRUCTION: Directing staff and visitors to take 
specific actions to correctly participate in recycling 
programs. EXAMPLE: Recycle magazines with 
newspaper.

• EDUCATION: Educating staff about the benefits 
of recycling in a larger sense, connecting recycling 
to the community and providing information on the 
impact of recycling on human health as well as the 
environment and economy. EXAMPLE: Recycling 
has significant environmental, economic and human 
health benefits.

e l e nd c   Recycling 
r i n  d c i n

Both the public and the private sector have invested 
significantly in recycling infrastructure from collection to 
markets, and their existence and growth depend on the 
voluntary participation of individuals. Education is vital 
to encouraging individuals to recycle and helping them 
understand: 

1. What can be recycled; and 

2. How to prepare material for recycling. 

Education efforts are particularly important when a 
program is introduced, changes are made or special 
services are offered such as one-day collection events.

Effective public education and promotion result in 
increased participation as well as reduced contamination, 
which results in better material quality. These benefits 
improve the cost-effectiveness of the recycling program.

Well-designed and implemented education efforts can 
enhance support for state agency recycling programs by 
developing a sense that recycling is the norm. 

es  r c ices in r i n  
 d c i n r gr s

Here are six recommended step to take for a successful 
education and outreach program.

DEFINE THE TARGET AUDIENCE

Broad outreach campaigns might aim to 
reach the entire state agency, but even 
individual agency locations/offices are 
made up of multiple audiences that can be 

targeted more specifically. Targeting specific audiences can 
reduce costs and increase the effectiveness of education 
efforts. 

For example, an outreach or education campaign might 
aim to reach:

• New employees;

• Agency visitors or attendees of a specific event;

• Those working in a specific department or bureau; or

• Those who dine in certain locations.

Alternatively, education and outreach could be geared to 
reach those who currently do not recycle or those who do 
not recycle properly. It is important to identify the target 
audience and try to gain an understanding of potential 
barriers that may prevent them from recycling as well as 
what is important to them.

CHAPTER 3CHAPTER 3CHAPTER 3
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Re c ing O   e ders i   
 r c re en  O ci ls

Of all the audiences that might be targeted for outreach 
and education, some of the most important are the state 
agency’s leadership and procurement officials. In their roles 
as decision makers, these groups need to be informed and 
updated about recycling initiatives in the agency. Officials 
who understand the importance of recycling can become 
program allies and offer support including:

• Securing additional funding and other resources;

• Finding or adding recycled-content products;

• Reducing administrative obstacles;

• Advocating for relevant policy changes; and

• Acting as role models and positively influencing 
staff.

TAILOR THE MESSAGE TO THE TARGET 
AUDIENCE.

Understanding what motivates different 
audiences, especially those most in need 
of encouragement to recycle, is important 

when developing the message and avenues for promotion 
and education. Research shows that information about 
how to recycle is not always the key to motivation. 
Economic benefits and simply being asked or told to 
recycle can be significant motivators to recycling behavior 
among “light recyclers.”

When developing a message for a specific audience, 
consider the following questions:

• What is the intended message?

• What action is desired of the target audience?

• What seems to motivate the target group?

• How can the target group be reached? What will get 
their attention?

• How can the target audience stay engaged?

CREATE A RECOGNIZABLE SLOGAN 
AND/OR LOGO.

A recognizable logo and/or slogan can help 
build “brand identity” for the recycling 
program. Placing the 

logo and/or slogan on educational 
and outreach material and collection 
containers helps with program 
recognition and sends the message 
that the state agency supports the 
program. It also creates familiarity and 
comfort with the program.

SELECT THE APPROPRIATE AVENUE(S) 
TO REACH THE AUDIENCE.

Tools available to agency recycling 
coordinators to disseminate their messages 
can be grouped into four broad categories, 

which are described in the boxes below and on page 17.

rin  edi
Print media (e.g., bookmarks, brochures, posters) 
can be an effective means of reaching the target 
audience because messages and details can 
potentially be targeted to specific outlets. 

NOTE: Print media uses valuable resources and 
can be overwhelming (e.g., multiple posters in one 
location, a plethora of 
unwanted 
handouts). Use 
sparingly and 
strategically.

lec r nic edi
Electronic media (e.g., e-newsletters, e-mails, 
agency discussion boards, blogs) is a great way to 
reach a target audience at a relatively low cost. It 
also can be an effective 
means for providing more 
in-depth information 
without wasting 
valuable natural 
resources.

location, a plethora of 



S  S e gency Recycling r essi n ls er i c i n Re erence ide r 17

FREQUENT & CONSISTENT 
OUTREACH & COMMUNICATION

Visual consistency in the recycling program 
– on containers, signs, logos and printed 
material – helps recycling program users 

participate properly with little effort. For example, if 
green containers are consistently used for recycling paper, 
bottles and cans and brown containers are consistently 
used for recycling organics such as food waste, then 
participating in the program may become almost 
automatic.

Consistency helps keep participation levels high and 
develops a strong program identity. State agencies with 
sustained outreach and defined audiences are more 
successful in increasing participation than one-shot 

campaigns, no matter how much fanfare or funding 
is spent on the one-time effort. Regular reporting on 
program progress can motivate the agency by showing 
that their actions have results.

REGULAR MONITORING OF THE 
RESULTS

Changes in the amounts recycled, the 
quality of material recycled or increased 
participation can indicate success on the 

part of education and promotion programs. These metrics, 
however, can be influenced by many other factors.

n ers n O re c
In-person outreach (e.g., special events, 
presentations, new employee orientations) 
is important because it facilitates a personal 
interaction and connection between the program 
promoter and the agency. 

The enthusiasm of the promoter can foster a 
positive impression of the program. It provides an 
opportunity for participants to address any concerns 
regarding the program or identify additional 
recyclable material that might be included in a 
recycling program.

r s  ncen ives
Prompts and incentives (e.g., recycling bins with 
program logo and instruction, pencils, coffee mugs, 
other giveaways) remind people to participate in 
recycling programs. If possible, it is best to use 
incentives that:

• Are made of recycled-content material;

• Are recyclable; 

• Are used on a regular basis or in plain sight that 
remind people to participate; and/or

• Facilitate waste reduction.

REMEMBER: Use the recycling program’s logo 
and colors on incentives to solidify the brand and 
reinforce participation.

Social MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial MarketingSocial Marketing
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To obtain other meaningful input about the recycling 
program, it can be helpful to implement formal qualitative 
research to gauge the impact on individual behavior.

Direct contact with the agency population can provide 
an opportunity for recycling coordinators to solicit 
information directly from the users of the recycling 
programs. Easy-to-use online survey tools also are 
available at no cost. Implementing social marketing 
concepts can improve program participation by using 
specific strategies and tactics to remove barriers that 
prevent recycling behavior from taking place.

The state agency recycling coordinator should do three 
things in planning to overcome barriers.

1. Define and focus on the desired behavior. For 
example, it can be helpful to place recycling signage 
next to vending machines to remind employees to 
recycle their bottles and cans once they finish their 
beverages, then periodically reward employees 
witnessed recycling their beverage containers with 
incentives.

2. Consider the target audience. Is it all employees? 
Visitors? Attendees of a specific event?

3. Consider the conditions the target audience may 
face as they try to adopt the recycling behavior. 
Different barriers may exist for each group, so 
different tactics and messages for each of these 
groups will be required to address values and habits.

Specific days lend to the promotion of recycling and 
waste reduction at state agencies. These include:

• America Recycles Day (ARD), November 
15: ARD is a national awareness campaign 
celebrated annually to encourage people to 
recycle and buy products made from recycled 
material. ARD can be used to reinforce 
the importance of recycling – and perhaps 
introduce or expand recycling efforts. For more 
information, visit www.americarecyclesday.org 
and www.kab.org for Keep America Beautiful’s 
tips and ideas about organizing events.

• Earth Day, April 22: State agencies can offer 
events that re-confirm their commitment to 
creating sustainable operations while taking the 
opportunity to educate the community about 
sustainable practices.

Potential Recycling EventsPotential Recycling EventsPotential Recycling EventsPotential Recycling EventsPotential Recycling EventsPotential Recycling Events

Social Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing StrategiesSocial Marketing Strategies

•••

•••

•••

•••
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FOR STATE AGENCY RECYCLING PROGRAMS

The Green Government Initiative 
is an Office program designed 
to assist state agencies with the 
implementation and promotion 
of recycling and buy-recycled 
efforts. 

The program includes: 

• An electronic newsletter; 

• Annual workshops to network, celebrate 
successes and brainstorm ways to improve and 
expand agency recycling programs; 

• Comprehensive best practice toolkits; and 

• Much more. 

The Green Government Initiative provides 
professional educational material and is especially 
beneficial for state agencies with limited recycling 
experience and resources. For more information, 
contact the Office at 1-800-768-7348.

O ce Res rces

The Office has developed recycling education tools to reach a statewide audience that local recycling coordinators can use 
in their programs. The Office also has standardized the appearance of public educational material using characters called 
the Recycle Guys and another campaign called RecycleMoreSC.

• The Recycle Guys: Introduced in 1992 as the Office’s 
logo, the Recycle Guys (pictured below) remind 
everyone to recycle and to observe Earth Day and 
America Recycles Day. Posters and other tools are 
available featuring a large number of creatively 
rendered, popular-culture images of “the Guys.“ These 
prompts can capture people’s attention and draw 
them in to the larger message about recycling. Recycle 
Guys costumes are available for use at agency events. 
These resources are provided to state agency recycling 
coordinators at no charge.

• RecycleMoreSC: This campaign is designed to 
reinvigorate recycling in South Carolina. For details, 
see the text box on page 6.

The Office encourages away-from-home recycling 
through a number of 
different programs. In 
partnership with the 
S.C. Department of 
Parks Recreation 
and Tourism, 
the Office has 
provided 
recycling 
opportunities 
at all of the 
state’s parks. 

Many S.C. local 
governments also 
have established 
recycling collection 
points in community 
parks as well as at 
festivals and other 
events.

Success StorySuccess StorySuccess StorySuccess StorySuccess StorySuccess StorySuccess StorySuccess StorySuccess Story
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l nning  Rec rd ee ing  
& Reporting

e r nce  in ining  
Recycling Rec rds
There are several reasons to maintain recycling program 
data. Maintaining consistent records can help:

• Provide feedback to those involved in the program – 
haulers, auxiliary services and staff;

• Provide results to state agency administration 
regarding the benefits and/or cost benefits of the 
programs;

• Gain an understanding of the impact of specific 
program enhancements or outreach efforts;

• Identify additional opportunities for waste reduction 
or recycling initiatives (e.g., adding a commodity) and 
program improvements; and

• Meet the state’s reporting requirements.

Ideally, the data collected will provide the agency with 
information to assess how well waste reduction/recycling 
goals are being met.

y es  Recycling   in in
Tracking the success of a program may require tracking 
many different types of data – as one metric rarely tells 
the complete story. For example, a reduction in overall 
tons recycled could be a result of reduced participation 
in recycling programs, a decline in employment or an 
increase in source reduction efforts.

Similarly, an increase in tons of solid waste disposed of 
may at first seem like a negative reflection on a recycling 
program. If the state agency, however, experienced 
a significant increase in employment or processed an 
abnormal amount of purchases (leading to a large amount 
of non-recyclable packaging), this would increase the 
amount of waste generated. There also is a positive 

relationship between economic health and waste 
generation.

n i ive 
There are several types of quantitative data a state agency 
can track including:

• Demographic Information – The number of full-time 
as well as part-time staff;

• Container Information – The quantity and locations of 
recycling and garbage containers;

• Tonnage Data

• Tons of waste disposed of from operations and

• Tons of material recycled;

• Cost and Revenue Information

• The cost of recycling services (e.g., collection, 
processing, containers, maintenance),

• The cost of garbage services (e.g., collection, 
disposal, containers, maintenance) and

• Revenues received from recyclables.

It is advantageous to track quantitative data monthly so 
that the factors that influence the quantities of material 
collected and the cost of recycling this material can be 
understood. Data might be analyzed in the following ways:

• By location (e.g., by floors of a building to understand 
which generate the most/least recyclables);

• By material type, based on quantities processed. 
Also, a periodic review of the amount of potentially 
recyclable material still being disposed of in a landfill 
can be determined by a waste audit;

• By month or season;

• By calendar or fiscal year; and/or

• Per capita.

CHAPTER 4CHAPTER 4CHAPTER 4

S.C. State Agencies ARE REQUIRED per the S.C. Solid Waste Policy and Management Act of 
1991 (Act) – S.C. Code of Laws §§ 44-96-10 et seq. to report the type and amount of material 
recycled and all products purchased containing recycled-content material by September 15 
of each year to the S.C. Department of Health and Environmental Control (DHEC). The Act sets a 
goal that at least 25 percent of all product purchases contain recycled-content material.
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e rics  se
Several different types of metrics can be used to 
understand the effectiveness of waste reduction and 
recycling programs as well as program changes, a specific 
outreach campaign or other educational efforts. Four 
common metrics are described in the definition boxes 
below. 

It is more challenging, however, to measure participation 
in state agency programs (versus in a town’s curbside 
recycling program). One way to measure participation is 
through surveying staff about their level of participation 
although their responses may not precisely reflect their 
actual participation. 

Other metrics may be geared to understanding the costs of 
the recycling program.

A METRIC is a standard of measurement that can be 
used to quantitatively assess the state agency’s solid 
waste and recycling programs.

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

RECYCLING RATE is the amount of material 
recycled relative to the total amount of waste 
generated. Recycling rates are calculated using the 
following formula:

Tons of waste recycled 
____________________________________________

Tons of waste recycled + Tons of waste disposed of

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

PARTICIPATION RATE is the proportion of those 
that participate in a program on a regular basis 
relative to the number of potential participants:

Number of individuals participating  
in a recycling program (monthly)

____________________________________________

Total number of individuals eligible  
to participate in the program

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

li ive 
To help make more complete sense of the quantitative 
data gathered and to ensure that all pertinent information 
is captured, it is important to maintain qualitative 
information about the state agency’s recycling program 
such as:

• Names and contact information of service providers 
for all recycling programs;

• Material included in or added to recycling or 
diversion programs (e.g., addition of food waste to a 
composting program);

• Changes to solid waste and recycling programs (e.g., 
addition of buildings to a recycling program, switch to 
single-stream recycling collection);

• Implementation of waste reduction programs;

• Education/outreach efforts;

• Changes to recycling/sustainability plans or goals;

• Changes in staff/contracted service providers; and

• Changes in contract terms.

TOTAL POUNDS RECYCLED PER CAPITA 
measures the average per-capita tons (or pounds) 
generated in a certain time period (e.g., annually, 
monthly, daily). Calculate total pounds recycled per 
capita using this formula.

Total pounds recycled in time period
____________________________________________

Total population

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

TOTAL POUNDS DISPOSED OF PER CAPITA 
measures the average amount of waste each 
employee disposed of in a certain time period (e.g., 
annually, monthly, daily). Estimate total pounds 
disposed of per capita using this formula.

Total pounds disposed of in time period
____________________________________________

Total population

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition
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Documenting such information allows the recycling 
coordinator to determine the impact of changes on the 
performance of the recycling program by observing how 
they affect metrics. In addition, the recycling coordinator 
might consider keeping a log of lessons learned and best 
practices.

  ncl de in r  
eri l n ge en  l n

A state agency material management program should 
have a plan that includes goals and objectives and 
describes how the institution plans on reaching those 
goals and objectives. Developing and following a plan 
for reducing waste helps keep the program on track and 
ensures that the program goals are in line with agency 
goals. Recordkeeping and reporting help assess how well 
the program is progressing. 

Elements typically included in a material management plan 
are as follows. 

• A Vision Statement provides a broad statement 
about the goals the state agency would like to achieve 
pertaining to material management.

• EXAMPLE: The agency aims to be a leader in 
implementing effective solid waste management 
solutions that result in achieving a 50 percent 
diversion from landfill disposal by the year 2025.

• Guiding Principles are statements regarding the 
agency’s broad philosophy that guides the agency 
irrespective of changes in its goals, strategies or 
management.

• EXAMPLE: The agency’s material management 
program will work with the administration 
to ensure that waste reduction and recycling 
benefits are incorporated into agency culture as 
appropriate.

• Goals should be clear, succinct and measurable when 
possible. Ideally, all goals should have observable 
outcomes. Goals also should be realistic and 
associated with a time frame, if at all possible.

• EXAMPLE: Achieve a 50 percent waste diversion 
rate against current levels by 2025.

• EXAMPLE: Educate the agency community about 
the environmental, economic and health merits of 
sustainable waste management practices at least 
twice annually.

• EXAMPLE: Hold one event annually directed 
toward waste reduction efforts.

• Strategies, Program Options and Priorities: A gap 
analysis can be used to understand the program 
needs and opportunities for improvement. From the 
gap analysis, strategies and program options will be 

Best Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using DatabasesBest Practices for Using Databases
•••

•••

•••

•••

•••

•••

•••

•••

NET COSTS are the total costs of the program 
minus the income from the program (such as 
revenue from the sale of recyclable material). To be 
accurate, all costs should be accounted for such as 
direct costs (e.g., labor, transportation, processing, 
container costs), the cost of education and outreach 
programs as well as indirect costs. 

INDIRECT COSTS are more challenging to estimate 
and include administrative and overhead costs such 
as the costs incurred by procurement staff to select 
vendors and equipment as well as administrative 
costs associated with paying service providers, 
recordkeeping, etc. It can help to compare the net 
cost of the recycling program (on a dollar-per-ton 
basis) to the cost of disposing of the same amount 
of material. In some parts of the country (e.g., where 
tipping fees are high), this metric shows the fiscal 
reward of recycling.

DefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitions
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identified to help bridge the gap between the current 
situation and the goals to be achieved.

• EXAMPLE: A gap analysis suggests that there is 
a need for increased participation in the agency 
program to reach the established goals. Strategies 
to improve participation include enhanced 
education and outreach, an increase in the 
number of recycling containers and a focus on 
special event recycling.

• Resources Required: In order to implement the 
strategies, an estimate of capital, operating and 
personnel costs (or personnel hours) required for 
implementation is needed. It can be time-consuming 
and challenging to obtain approval for additional 
resources, so having a well laid-out plan and vision as 
well as goals and guiding principles to back the plan 
will help justify the request. It also is helpful to keep 
administrators informed throughout the process and 
invite them to participate in planning.

• Continuous Improvement: This includes a 
methodology for assessing progress towards 
goals to help keep the program on track. Program 
performance is monitored at appropriate intervals, 
often determined by the needs of individual program 
components. In general, a program evaluation should 
be conducted at least annually. It is important to 
ensure that targeted data is generated to allow proper 
assessment.

di ing r gr  er r nce
Whether recycling collection is provided by a private 
hauler, a local government or in an open system by 
multiple private haulers (which is more challenging, but 
still possible), the recycling coordinator can gain insights 
about the program by auditing recycling collection 
operations.

For state agencies, this means regularly checking points of 
collection immediately prior to and immediately following 
recycling pick-up. Auditing performance will help to 
determine:

• If the hauler is careful to return the bins/carts 
properly;

• If the hauler is mixing recyclables with garbage;

• If participants are contaminating recyclables with 
trash; and

• How many areas participate in recycling.

Similarly, auditing points of generation can be done any 
time, but the most information about how the hauler/
staff collecting the recyclables is performing is obtained 
by visiting them immediately before and after recycling 
collection.

These visits will help 
determine:

• If collection is 
frequent enough or 
too frequent (e.g., how 
full are the containers at 
collection time?);

• If the collection area is adequately maintained and, 
if not, whether this is due to careless service or staff 
abusing the site;

• If there are contamination issues that need to be 
addressed;

• If the site is adequately secure and easy to use; and

• If containers are properly placed.

Additional information about the recycling program can be 
obtained by conducting the following additional steps.

• Inspection of Waste: Recycling professionals can 
inspect waste collected. Inspections can be relatively 
quick (e.g., selecting bags to break open and visually 
inspecting their contents) or more involved (e.g., 
sorting waste into specific categories and weighing 
it), but a checklist or documentation process of some 
sort is necessary. The inspection can help the agency 
recycling coordinator:

• Identify additional items that could potentially be 
targeted for recycling;

• Identify material that can be recycled but is 
frequently disposed of to include in targeted 
education/outreach campaigns; and

• Provide information regarding specific collection 
points that may benefit from additional 
education/outreach.

• Review of Hauler Data: The regular provision of 
data must be written into any contract for recycling 
collection. Such data should be reviewed consistently, 
considering seasonality, so that any deviations can be 
addressed.
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•••

• Surveys: Agency recycling coordinators can survey 
participants to gauge the success of their efforts as 
well as identify areas for improvement. Potential 
survey questions are listed below.

• If you don’t participate in the recycling program, 
why not?

• Are there aspects of the program that are 
confusing?

• Is the service adequate (e.g., bin location, 
collection timing)?

• Are bins/containers of adequate size and in good 
condition?

Surveys can be advertised 
and/or conducted through the 
agency intranet, in an email 
or in person at events. Online 
surveys are a cost-effective 
means of obtaining information. 
To encourage participation in 
a survey, a prize drawing 
can be offered.

Reporting
The S.C. Solid Waste Policy and Management Act of 
1991 requires that all state agencies (as well as county 
governments and state-supported colleges/universities) 
report recycling data annually to DHEC. Recycling data 
also is collected from municipalities, businesses and the 
recycling industry, but these entities are not required to 
report.

All data is collected on a fiscal year basis (July 1 to June 
30) and is carefully vetted and combined with disposal 
data to calculate recycling and disposal rates for the state 
and individual counties. This information can be found in 

“The South Carolina Solid Waste Management Annual 
Report.”

State agencies and other entities submit recycling 
data to DHEC using Re-TRAC Connect – an online data 
management system that allows users to input, access 
and update their information at any time.

New users need to register for an account before they 
can enter data into Re-TRAC Connect. To register, 

please visit connect.re-trac.com/login.

Surveys can be advertised 
and/or conducted through the 
agency intranet, in an email 
or in person at events. Online 
surveys are a cost-effective 
means of obtaining information. 
To encourage participation in 

“The South Carolina Solid Waste Management Annual 
Report.”

State agencies and other entities submit recycling 
data to DHEC using Re-TRAC Connect – an online data 
management system that allows users to input, access 
and update their information at any time.

New users need to register for an account before they 
can enter data into Re-TRAC Connect. To register, 

http://www.epa.gov/epawaste/conserve/tools/warm
http://www.epa.gov/energy/greenhouse-gas-equivalencies-calculator
http://www.epa.gov/smm/wastewise
http://connect.re-trac.com/login
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http://www.astm.org/Standards/D5231.htm
http://www.astm.org/Standards/D5231.htm
http://www.scdhec.gov/library/CR-011175.pdf
http://www.scdhec.gov/library/CR-011175.pdf
http://www.epa.gov/smm/best-practices-wastewise-participants
http://www.epa.gov/smm/best-practices-wastewise-participants
http://www.epa.gov/smm/best-practices-wastewise-participants
http://www.epa.gov/energy/greenhouse-gas-equivalencies-calculator
http://www.epa.gov/energy/greenhouse-gas-equivalencies-calculator
http://www.epa.gov/energy/greenhouse-gas-equivalencies-calculator
http://www.epa.gov/sites/production/files/2016-04/documents/volume_to_weight_conversion_factors_memorandum_04192016_508fnl.pdf
http://www.epa.gov/sites/production/files/2016-04/documents/volume_to_weight_conversion_factors_memorandum_04192016_508fnl.pdf
http://www.epa.gov/sites/production/files/2016-04/documents/volume_to_weight_conversion_factors_memorandum_04192016_508fnl.pdf
http://www.epa.gov/sites/production/files/2016-04/documents/volume_to_weight_conversion_factors_memorandum_04192016_508fnl.pdf
http://www.epa.gov/warm
http://connect.re-trac.com/login
http://www.scstatehouse.gov/code/t44c096.php
http://www.scstatehouse.gov/code/t44c096.php
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nvir n en lly  
re erred rc sing

Buying products that can be recycled and contain recycled-
content is a basic part of any green purchasing program. 
Recycling only works when consumers, businesses 
and organizations buy products made with recycled 
material. Completing the recycling loop sustains markets 
for recycled materials, stimulates the development of 
environmentally friendly products and creates green  
jobs. State agencies have a unique opportunity  
with their collective purchasing power to protect human 
health and the environment as well as have a significant 
influence on the success and growth of green products and 
services.

• Make a commitment to purchase products made 
from recycled material. Work with procurement 

CHAPTER 5CHAPTER 5CHAPTER 5

Below are additional resources available from the U.S. Environmental Protection Agency (EPA) and others to identify 
environmentally preferable products.

• Conservatree (provides links to manufacturers of recycled-content paper products), http://conservatree.org/ 

• EPA, Comprehensive Procurement Guidelines Directory,  
www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program

• EPA, Green Purchasing Guides (includes specific guides for office supplies, cleaning products, copiers, 
conferences, carpet as well as implementing EPP), www.epa.gov/greenerproducts 

• National Association of State Procurement Officials (offers a comprehensive guide on EPP including the concept 
and benefits of green purchasing, proven steps on the implementation of a green purchasing program and links 
to other resources), www.naspo.org/green/index.html#sectiontwo

• S.C. Environmentally Preferred Purchasing Policy, https://procurement.sc.gov/files/RecycleGuide.doc

• S.C. State Fiscal Accountability Authority, Procurement Services (SCFAA Procurement), (provides the “State of 
South Carolina Guide for Recycled Products”), www.procurement.sc.gov/files/RecycleGuide.doc

More to KnowMore to KnowMore to KnowMore to KnowMore to KnowMore to Know

GREEN PURCHASING – also known as 
environmentally preferred purchasing (EPP) – is 
the procurement of products and services that 
have a reduced effect on human health and the 
environment when compared with competing 
products and services that serve the same purpose. 
This comparison may consider raw material 
acquisition, production, manufacturing, packaging, 
distribution, reuse, operation, maintenance and 
disposal of the product or service. EPP emphasizes 
purchasing products that:

• Use less water and energy to make products;

• Conserve resources;

• Reduce pollution;

• Are designed to last;

• Are less toxic (protecting the health and safety 
of agency staff and visitors) and minimize 
harmful emissions; and

• Are reusable (reducing waste).

DefinitionDefinitionDefinitionDefinitionDefinitionDefinition

officers and 
administrators to focus 
on South Carolina 
state agencies’ goal of 
purchasing 25 percent 
recycled-content 
products as established 
in The S.C. Solid Waste 
Policy and Management 
Act of 1991 (Act). Also, 
be aware of South 
Carolina’s EPP Policy. 

25%

http://conservatree.org/
http://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program
https://procurement.sc.gov/files/RecycleGuide.doc
http://www.procurement.sc.gov/files/RecycleGuide.doc
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• Calculate the cost. 
Recycled-content 
products may 
cost more than 
comparable virgin 
products with cost 
differentials varying by type, region and market 
conditions. Even with higher costs, many state 
agencies recognize the need to purchase  
recycled-content products and do so via preferential 
purchasing mechanisms. Price preferences allow for 
the purchase of green products and services even if 
they are more expensive than comparable options. In 
South Carolina there is a 7.5 percent price preference 
as designated by the Act. When comparing prices of 
products and services to prices of green alternatives to 
determine the lowest bid, competing products must 
have 7.5 percent added to their bid prices (new price = 
bid price times 1.075). See Figure 5.1.

S  r lin s  licy

The state’s EPP policy – developed by the Office, SCFAA Procurement and others – was 
officially unveiled in October 2009. 

The mission of the policy is to reduce the environmental and human health impacts 
of state government and publicly funded college/university operations by integrating 
environmental considerations into their procurement processes. 

For the complete policy, please see the State Agency Recycling Professionals Procurement Supplement.

Consider encouraging your agency to establish 
an EPP-related goal if it has not yet done so. It’s 
important to remember that buying recycled-content 
products creates a market for the material state 
agencies divert.

• Determine the availability of green options when 
seeking products and services. Many resources 
are available to identify recycled-content products 
and eco-friendly services including EPA and the S.C. 
Department of Health and Environmental Control’s 
Office of Solid Waste Reduction and Recycling (Office). 
See More to Know on the previous page. Also consider 
asking procurement officials if any agency suppliers 
offer green alternatives – vendors often have options 
for interested customers. SCFAA Procurement 
maintains the S.C. Guide for Recycled Products at 
www.procurement.sc.gov.

7.5%7.5%

FIGURE 5.1: Price Preference Pen Test

PEN A PEN B

The Cheapest, Low-Quantity Ballpoint Pen  
with STANDARD Content

The Cheapest, Low-Quantity Ballpoint Pen  
with RECYCLED Content

$1.31 Per 12-Pack $1.39 Per 12-Pack

$1.31 X 1.075 = $1.40825
Since the recycled-content pens are less than the standard pens + the 7.5 percent price difference, the EPP Policy indicates that the 
recycled-content pens should be the ones purchased.

http://www.procurement.sc.gov
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The Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline ProgramThe Comprehensive Procurement Guideline Program

•••

•••

•••

•••

•••

•••

••••••

•••

When buying recycled-content products, two terms  
are frequently used: POST-CONSUMER and  
PRE-CONSUMER. 

• POST-CONSUMER is material that comes from 
products used by consumers and collected for recycling.

• PRE-CONSUMER is material that is not used by 
consumers, but rather collected as waste during 
manufacturing (e.g., paper trimmings at a paper mill).

Choosing products with a higher content of  
post-consumer material helps sustain local recycling 
programs.

DefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitionsDefinitions

http://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program
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mailto:www.minneapolismn.gov/www/groups/public/@finance/documents/webcontent/wcms1q-003461.doc
mailto:www.minneapolismn.gov/www/groups/public/@finance/documents/webcontent/wcms1q-003461.doc
http://www.conservatree.org
http://www.energystar.gov
http://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program
http://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program
http://www.epa.gov/greenerproducts
http://www.naspo.org/green/index.html
http://www.responsiblepurchasing.org
http://procurement.sc.gov/files/2009-1.pdf
http://procurement.sc.gov/agency/green-purchasing
http://www.scstatehouse.gov/code/t44c096.php
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OR S   Selec ing end rs r Recycled n en  r d c s
Product Requested: _________________________________________________________________________________________________

Number of Units Requested: __________________________________________________________________________________________

Solicitation Number: ______________________________   Duration of Desired Contract: ________________________________________

Buyer: ____________________________________________________________________________________________________________

Organization: ______________________________________________________________________________________________________

PERCENTAGE AND DEFINITION OF RECYCLED CONTENT REQUESTED IN BID 

Pre-consumer .................................................................................................. ______________ %

Post-consumer ................................................................................................. ______________ %

Total Recycled Content .................................................................................... ______________ %

BIDDERS (Check the successful bidder.)

BIDDER PRE-CONSUMER POST-CONSUMER TOTAL PRICE

q

q

q

Price Preference Paid (if any) ......................................................................... $ ________________

Was this a cooperative purchase?          q YES          q NO

If yes, list participants: _______________________________________________________________________________________________

__________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________                                                                                                                                                         

Total Dollars/Units Purchased: ....................................................................... $ _____  /# _______
(Contract vendors should be required to provide information on actual usage.)                                                                                                                      

Was there any good or bad feedback from users? ________________________________________________________________________

__________________________________________________________________________________________________________________

OR S   r c ing Recycled n en  rc ses
Buyer Name: ______________________________________________________________________________________________________

Organization: ______________________________________________________________________________________________________

Phone:  ______________________________________________________  Fax: ________________________________________________

E-mail:____________________________________________________________________________________________________________

Quarter and Year of Report (by fiscal year): ______________________________________________________________________________   

RECYCLED-CONTENT PURCHASES 

Order No. or Contract No. Category Code   Vendor  Product  Dollar Amount

     

     

    

    

    

    

 TOTAL:  
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OR S   nd c ing  s e di

Use this worksheet to get a more detailed profile of the amounts and types of waste generated at your agency than a records review 
and/or agency walk-through can provide.

When conducting a waste audit (also known as a waste sort), you can either choose to collect all waste generated during the day 
or select a representative sample from each collection container. Some agencies may choose to conduct a visual audit instead by 
estimating the amount of specific types of material in each container.

Determine the size and location of the area in which you will sort the waste. If large quantities will be sorted, a large, flat area such as a 
parking area works well. It may be possible to use large indoor rooms for smaller waste sorts. Obtain building management approval and 
work with them to conduct the waste audit when it will cause the least disruption. A team of three or four is usually adequate for a small- 
to medium-sized building. Expect the waste audit to take a few hours.

MATERIALS NEEDED

Broom/shovel Clipboard Pens and/or markers Scale

Camera (digital or video) Dustpan Plastic sheeting/drop cloth Trash bags (plastic)

Cardboard boxes First aid kit Rubber gloves A copy of this worksheet

REMEMBER to wear old clothes, long pants, long sleeves and closed shoes.

1. Begin the waste audit.

A. Assemble the waste to be sorted using either one day’s worth of waste or an otherwise representative sample.

B. Weigh the empty containers that the sorted waste will be placed into and record these weights on a label on each container.

C. Sort the waste sample by major material type categories (e.g., paper, plastic, glass, metal, compostable organics, other)

D. If needed, further sort each major material types into more specific component subcategories (e.g., glass could be sorted into 
clear, green, brown or other)

E. Place the sorted materials into separate labeled containers.

2. Calculate the net material category weight.

A. Weigh each filled waste container and subtract the weight of the container for the net material type weight. Record the net 
material type weight on the space provided on the Waste Audit Form, column A (beginning on page 18). If you are not sorting 
into more detailed material subcategories, proceed to Step 2-C.

B. If you sorted the material types into subcategories, add their net weights and record the total net material weights on the 
Waste Audit Form.

C. Add all the total material type weights to determine the total sample weight and record this total at the bottom of the Waste 
Audit Form.

3. Calculate the percent to total sample weight.

A. Use this formula to calculate the percentage each material type represents of the total sample weight.

____________________

net material type weight
÷

____________________ X 100

total sample weight
=

____________________%

percent of total sample weight

B. Record data in column B on Waste Audit Form. Use the data in the Percent of Total Sample Weight column to create a pie 
chart to help compare the percentages of the different material types in the waste stream. 

Continued on the following page
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4. Estimate total annual weight generation by material type.

A. If you sorted one (typical) day’s worth of waste, estimate the weight of waste generated for each material type annually 
using the following formula.

____________________

net material type  
weight

X
____________________

number of working days 
per year

=
____________________

weight of material  
generated annually

B. If you sorted a representative sample, first weigh or estimate all the waste generated by your facility that day. Calculate the 
amount of waste generated annually for each material type by using the following formulas.

____________________

total sample weight 
(all types)

÷
____________________

total waste amount  
generated per day

=
____________________

sort multiplier 

______________

net material  
type weight

÷
_________________

sort multiplier X
_________________

number of working days per year
=

______________

annual weight  
of material 

AUDIT SPECIFICS

Date of Audit: Building/Department(s):

Source of Sample:

Sample Collected (specify weight): q All Waste          q Representative Sample POUNDS

Total Weight of Waste Generated on Audit Date: POUNDS

Team Members Conducting the Audit:

Factors Affecting the Audit:

MATERIAL
COLUMN A

Net Material Type Weight

COLUMN B
Percent of Total Sample 

Weight (All Material Types)

COLUMN C
Weight of Material Type 

Generated Annually

PAPER

Adding machine tape

Cardboard

Envelopes (can include windows)

Form-feed paper

Glossy paper

Greeting cards

Legal pads/Post-its

Magazines

Newspapers and inserts

Paperboard (e.g., cereal boxes)

Receipts

Telephone books
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MATERIAL
COLUMN A

Net Material Type Weight

COLUMN B
Percent of Total Sample 

Weight (All Material Types)

COLUMN C
Weight of Material Type 

Generated Annually

PAPER (continued)

White/colored paper

Other/mixed paper

PLASTIC

PLASTIC BOTTLES

#1 PET

#2 HDPE

#3 Vinyl

Other/Mixed plastic bottles

PLASTIC FILM

#2 HDPE

#4 LDPE

Other/Mixed plastic

METAL

Aluminum cans

Aluminum foil

Steel cans

Other ferrous metals

Other/Mixed metals

GLASS

Brown

Clear

Green

Other/Mixed glass

BANNED ITEMS

Appliances

Electronics

Lead-acid batteries

Tires

Used motor oil

Used oil filters

ORGANICS

Cooking oil

Food scraps

Yard trimmings (e.g., grass clippings, 
leaves, tree limbs)

MISCELLANEOUS

Antifreeze

Carpet

Chemicals

Continued on the following page
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MATERIAL
COLUMN A

Net Material Type Weight

COLUMN B
Percent of Total Sample 

Weight (All Material Types)

COLUMN C
Weight of Material Type 

Generated Annually

MISCELLANEOUS (continued)

Construction and demolition debris

Fluorescent bulbs

Furniture and cabinets

Mattresses

Paint

Pallets

Rechargeable batteries

Super sacks

Textiles

Toner/inkjet cartridges

ITEMS NOT LISTED
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OR S   Rec rds Revie   rren  s e n ge en  s s

Use this worksheet to record information about how solid waste is removed from your agency and to help estimate the total 
annual cost of waste management services. Company records (e.g., hauling contracts, maintenance, operating logs, invoices, waste 
removal records) will be the primary sources of information needed to complete this information. Maintenance staff also may be able to 
provide information.

Waste removal costs can be charged via a flat fee or a per-pull charge that is levied each time a container is hauled or emptied. There 
also can be container rental and maintenance fees (charged monthly, quarterly or annually). In addition, some haulers charge a disposal 
fee based on the weight of trash. This worksheet is designed to capture all of those costs. If waste removal practices vary significantly 
among buildings or if different waste contractors are used, make copies and record the information separately for each building or 
service provider.

FACILITY INFORMATION

Building: Department:

Name of Contact:

Telephone Number: Email:

WASTE HAULING AND DISPOSAL COSTS

PART A: Hauler Contact Information

Name of Hauler: Contact:

Telephone Number: Email:

Contract Expires:

PART B: Containers and Removal Schedule

container
TYPE  

(dumpster/roll-off, compactor)
SIZE

FREQUENCY OF 
COLLECTION  

(number per day/week/month)

DAY(S) OF WEEK 
COLLECTED 

(or upon request)

1

2

3

4

5

PART C: Waste Management Charge: (if charged as flat fee or part of rent)

$____________________

waste removal fee
X

____________________

number of times per year
=

$____________________

annual waste management charge

Continued on the following page
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PART D: Waste Management Charge by Weight or Volume: Indicate the total and/or per-container/per-unit waste hauling fee if you 
are charged a fee by weight and volume.

container
PER-UNIT TRASH  

HAULING FEE
X

UNIT OF WEIGHT 
OR VOLUME

X ANNUAL UNITS = TOTAL CHARGE

1 X X = $

2 X X = $

3 X X = $

4 X X = $

5 X X = $

PART E: Waste Removal Charge: If charged per-pull, indicate the total and/or per-container pull fee.

container PER-PULL FEE X NUMBER OF PULLS PER YEAR = TOTAL ANNUAL PULL FEES

1 X = $

2 X = $

3 X = $

4 X = $

5 X = $

PART F: Container Rental and/or Maintenance Fees: Indicate the per-container and/or total container rental/maintenance fees  
per year.

container
MONTHLY OR 

QUARTERLY RENTAL/
MAINTENANCE FEE

X
ANNUALIZATION MULTIPLIER 

(12 if monthly fee or 4 if quarterly fee)
=

TOTAL ANNUAL  
MAINTENANCE  

RENTAL FEES

1 X = $

2 X = $

3 X = $

4 X = $

5 X = $

TOTAL 
ANNUAL 

FEES
X = $

PART G: Waste Disposal Fee: (if charged separately for disposal)

$____________________

charge per ton (or cubic yards – CY)
X

____________________

tons (or CY) per year
=

$____________________

total annual disposal fee

PART H: Total Waste Management Costs Per Year

Sum of Applicable Annual Charges and Fees (Parts C through G): $

Quick-Reference Measurement Chart

Weight: 1 Ton = 2,000 Pounds Volume: Common Container Sizes - 4, 6, 8, 20, 30, 40 Cubic 
Yard

Check with your vendor to verify what size container you have.
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OR S   n ervie ing Recycling Service r viders

When looking into starting or improving a recycling program, it is important to research services provided by different recyclers. This 
worksheet provides a format for organizing information collected while you are researching options. Also, remember that you may be 
able to negotiate with the service providers, particularly in situations where several service providers operate in the area.

It is important to ensure that storage/collection containers will fit in areas available and will provide ample room for loading/unloading. 
Most haulers that collect recyclables also collect trash – and do so under the same contract – so you likely will be asking about both 
recyclables and trash collection services. If your building requires a compactor, be sure to let potential vendors know.

In addition to interviewing potential haulers for recycled materials, it is important to understand your current waste hauling contracts, 
ability to reduce waste container sizes/number of pulls and length of contract. In general, it is recommended that a written contract be 
developed instead of a verbal agreement.

SERVICES RECYCLER #1 RECYCLER #2 RECYCLER #3

NAMES

Material collected includes:
• PAPER GRADE;
• METAL;
• PLASTIC; and
• OTHER MATERIAL.

Is there a minimum VOLUME or 
WEIGHT REQUIREMENT for 
collection?

Is there a FREQUENCY OF 
COLLECTION SCHEDULE 
or are ON-CALL SERVICES 
provided?

What are the FEES CHARGED 
for collection of recycling and 
waste containers? 

What is the FEE FOR 
MATERIAL PROCESSING or 
disposal?

What are the PRICES PAID for 
material? (If applicable, indicate 
material types, how they are 
sorted and whether loose/baled 
and associated revenues per 
ton.)

Must recyclables be 
SEPARATED or can they be 
MIXED/COMMINGLED?

What are the CONTAINER 
SIZES AND TYPES 
AVAILABLE? (Are indoor and/or 
outdoor containers provided?)

Continued on the following page
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SERVICES RECYCLER #1 RECYCLER #2 RECYCLER #3

NAMES

What are the CONTAINER 
RENTAL AND/OR 
MAINTENANCE FEES? 
(Do they differ for trash and 
recyclables?)

Are MONTHLY REPORTS 
provided showing the tonnages 
or cubic yards recycled and 
disposed of?

Is a BALER PROVIDED for 
corrugated cardboard or other 
material? Is a FEE CHARGED 
for providing one?

Is TRAINING PROVIDED? Is a 
FEE CHARGED for this service?

Is help PROVIDED TO DESIGN 
a recycling program and/or 
conduct a walk-through of the 
facility? Is a FEE CHARGED for 
this service?

What ability/experience 
is available in providing 
EDUCATIONAL MATERIAL? 
What is the COST of this 
material?

Can CONTAINER SIZES be 
“changed out” during the 
contract? Is a FEE CHARGED 
for doing so?

HOW MANY YEARS has this 
company been in business?

REFERENCES
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OR S   lc l ing v ided is s l s s  e  s s  
  Recycling r gr

By implementing a waste reduction or recycling program, an 
agency can potentially realize savings and/or revenue due to:

• Reduced trash collection and disposal costs;

• Reduced purchasing costs for material that is no longer 
needed (e.g., disposable cups, plates, new toner  
cartridges); and

• Revenues from the sale of recyclables.

There is a cost for implementing waste reduction and recycling 
programs. Recycling is a service and collectors are paid to provide 
this service.

Much of the information needed to complete this form is derived 
from Worksheets C, D and E as well as from purchasing records 
and hauler reports. You may wish to fill out a separate worksheet 
for each material type or category of material being targeted for 
recycling or source reduction if you are trying to compare the cost 

differences between potential programs. Otherwise, combine 
material on one worksheet.

Because it is nearly impossible to have 100 percent diversion due 
to contamination and employee participation, the calculations 
estimating the amount of waste to be diverted use a conservative 
assumption that 70 percent of the targeted material will be 
recycled/source reduced.

The worksheet is arranged as follows:

• PART 1: Estimating Potential Reduction in Garbage 
Collection/Disposal Costs;

• PART 2: Estimating Reduced Purchasing Costs and 
Potential Revenues;

• PART 3: Estimating Recycling and Waste Reduction 
Program Costs; and

• PART 4: Estimating Net Costs (Savings).

PART 1: Estimating Potential Reduction in Garbage Collection/Disposal Costs (Refer to Worksheet C, “Conducting a Waste 
Audit,” for this information.)

A. BY VOLUME: Use this formula if you performed a visual audit of the waste stream or if you calculated volumes during a waste audit.

____________________

percent of waste stream 
comprised of target material

X
____________________

total cubic yards (CY) 
disposed of annually

=
____________________

CY targeted for diversion 

____________________

CY targeted for diversion
X .70 =

____________________

CY expected for diversion 

____________________

CY expected for diversion ÷
____________________

CY total volume 
of disposed waste

=
____________________%

percent of waste stream 
expected to be diverted

B. BY WEIGHT: Use this formula if you calculated weight in the waste sort and if your hauler will provide disposal weights for your dumpster(s).

____________________

pounds of targeted material 
disposed of per year

X .70 =
____________________

pounds expected for diversion 
per year

____________________

pounds expected for diversion 
per year

÷
____________________

total weight of waste disposed of (from 
hauler) per year

=
____________________%

total expected  
annual diversion rate

C. ESTIMATED TOTAL ANNUAL COSTS SAVED ON WASTE COLLECTION/DISPOSAL: Agencies are often able to save money by reducing 
the number of times per week the dumpster(s) are emptied, reducing the size or number of dumpsters and/or by reducing disposal fees. Ask 
your waste hauler if disposal costs can be reduced if your agency reaches its expected diversion. Identify potential cost savings by category. To 
develop a rough estimate of potential cost savings, use the following calculation.

____________________

annual waste management costs for  
disposed of waste (see Worksheet B)

÷
____________________%

expected diversion rate =
____________________

potential annual cost savings 

NOTE: Potential annual cost savings estimated using the formula above will likely overstate cost savings somewhat. Speaking with your hauler about 
your options will provide you with the most accurate estimate. Reducing the number of pulls/times per week the dumpster(s) is/are emptied will yield 
a more significant cost savings than simply reducing the size of your containers. Be mindful, however, that it is important to ensure: waste is collected 
as often as necessary to avoid odor and vectors; and that waste collection containers and pull schedule accommodate an agency’s peak times of 
operation.
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PART 2: Estimating Reduced Purchasing Costs and Potential Revenues

Waste reduction and recycling programs can result in reduced costs. In addition, you may be able to earn revenue from the sale 
of recyclables. This part of the worksheet helps to estimate reduced purchasing costs and potential revenue associated with your 
program.

• AVOIDED PURCHASING COSTS: In some cases, purchasing costs can be avoided due to waste minimization efforts being 
implemented. For example, switching to reusable plates, coffee cups or utensils can mean that fewer disposable items are 
purchased in the first place. Refilling toner cartridges can be less costly than purchasing new ones and implementing a double-
sided print policy can reduce the amount of paper purchased.  

• REVENUE SHARES: Some recyclers may pay for certain recovered materials. Ask potential service providers about earning 
revenue and estimate the revenue earned per material type. Worksheet E provides a form to use for interviewing recyclers and 
recording such information. 

• SUMMARY OF COST SAVINGS/REVENUES BY TARGETED MATERIAL TYPES: Fill in the information in the table below 
for each material type targeted, then add together the estimated annual cost savings and revenue for all material types to find 
the total estimated cost savings plus revenues.

WASTE  
REDUCTION 

OR 
RECYCLING 

ACTIVITY

WASTE  
MATERIAL 

BEING 
REDUCED

AMOUNT 
OF WASTE 
REDUCED 
PER YEAR

ANNUAL  
WASTE  

REMOVAL 
COST 

AVOIDED
(i)

ANNUAL 
REDUCTION IN 
PURCHASING 

COSTS
(ii)

ESTIMATED  
ANNUAL 

 REVENUES 
FROM 

MATERIAL
(iii)

ESTIMATED  
ANNUAL 

COST 
SAVINGS &  
REVENUE

(i+ii+iii)

EXAMPLE: 
Replace paper 
plates with 
dishes in the 
cafeteria.

Paper plates
5 CY per week; 

260 CY per 
year

Average of  
$3 per CY, or  
$780 per year

$75 per week; 
$3,900 per year

$0.00 $4,680

TOTAL 
ESTIMATED 
COST 
SAVINGS & 
REVENUES

Continued on the following page
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PART 3: Estimating Recycling and Waste Reduction Program Costs

Most recycling services are provided at a cost to the agency. Therefore, these costs also should be estimated to help develop a realistic expectation of 
net costs of the program.

Below, identify and record estimated annual costs associated with the program. Although there is a line for additional labor, in many cases agencies 
are able to implement a program with no additional labor costs.

A. Estimated Annual Costs of the Recycling Program

Additional labor $

Additional Energy Requirements $

Additional Estimated Collection Service $

Additional Estimated Container Rental/Maintenance $

Additional Space Required $

Education/Promotion $

Recordkeeping $

Equipment Supplies (e.g., baler wire, if required) $

Equipment Maintenance (if required) $

Other $

Other $

B. Recycling Start-up Costs (amortized annually)

Containers $

Equipment (e.g., balers, compactors, if required) $

Signage $

Other $

Other $

C. Estimated Costs of Waste Reduction Activities

Equipment $

Required Materials/Goods $

Additional Electricity $

Additional Water $

Additional Labor $

Other $

Other $

D. Sum of All Annual Costs (Part 3 A, B and C): $

PART 4: Estimating Net Costs (Savings)

Estimate total net program costs (savings) by the following:

$____________________

total estimated  
cost savings/revenues (Part 2, C)

––
$____________________

total program costs  
(Part 3, D)

=
$____________________

estimated  
net savings
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OR S   Recycling reness S rvey

1. Rate your knowledge level of the current recycling 
program in place.

q There’s a recycling program?

q I know we have a program in place.

q I have an average amount of knowledge.

q I am confident in my knowledge on the program.

q I educate others on the program.

2. How often do you recycle?

q I refuse to recycle.

q I don’t go out of my way to recycle but will if in 
proximity of a container.

q I recycle if I have the opportunity.

q I will go out of my way to make sure I recycle.

q I recycle everything.

3. Check the following streams that you know are 
available in the current recycling program.

q Electronics

q Glass

q Hazardous medical

q Metal

q Organics

q Paper

q Plastic

q Other

q Waste mixed/commingled cans and bottles

4. Check all of the locations where you know there are 
currently recycling containers available.

q Exits

q Exterior of building

q Hallways

q Lobby/front entrance

q Lunchrooms

q Washrooms

q Other

5. Are there any ways to improve the current recycling 
program?

q Add more recycling stations.

q Increase advertisement of the program.

q Offer more education on the program.

q Other (please specify).

_________________________________________

_________________________________________

_________________________________________
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