EMPLOYEE DESK REFERENCE

Use The Office of General Services 3R’s Receptacles to collect

PAPER RECYCLABLE MATERIALS

At Your Desk
GLASS, PLASTIC and METAL CONTAINERS
FOOD WASTE (perishables) and RELATED CONTAINERS
RECHARGEABLE BATTERIES/WET CELL BATTERIES
Should Be Deposited In Specially Marked Receptacles Located in Central Areas
REDUCE, REUSE, THEN RECYCLE
Do your part in the Office of General Services 3R’s Program.
Please call your agency contact or the OGS Building Manager with any questions
regarding the program.




FOLLOW THESE STEPS 1) Reduce 2) Reuse 3)Recycle 4) Trash
ITEMS BUY ONLY WHAT YOU NEED & USE WHAT YOU BUY
3 Ring Binders [J [}
Aluminum Foil (if free of food waste & clean it can be recycled) Use Reusable Containers ® [ ]
|Batteries- Auto/Household Use Rechargeable, AC Adapters [ [ ]
IBIueprint Paper Use C.A.D.D. [ ]
IBooks & Magazines- Both Hardcover and Softcover Purchase Only 1 Set for Office- Share ltems [J
*Bulk Office Supplies and Equipment [ [ ]
Candy & Food Wrappers °
Carbon Paper ® ®
Cardboard, All Types ® [ ]
Computer Printouts & Cards [ ]
Confidential & Non-Confidential Records & Files Imaging & Electronic Data Interchange [ ]
|Dyed Paper Use E-Mail *(Copy on Both Sides) [ ]
IEnveIopes (Non-Reusable) Use Interagency Reusable Courier Envelopes [ ]
IEnveIopes (Reusable) Interagency Consolidate Mailing List [ ]
IEnveIopes With or Without Windows Use Interagency Reusable Envelopes for Internal Mail ®
IFood Waste (Perishables) & Coffee Filters Deposit in Specially Marked Containers ®
IGIass, Plastic & Metal Containers, Redeemable & Non Buy Bulk, Deposit in Specially Marked Containers ® [ ]
IKraft Paper/Bags Avoid Use for Small Items [ [J
IManiIa Folders, Hanging Folders [ [J
INCR & Business Forms (No Carbon) [ ]
INewspaper (and Inserts), Legislative Bills Share With Others- Use as Packing Material [J
IPaper Clips [ ] [ ]
IPaper Drinking Cups (Styrofoam Coffee Cups) Use a Glass or Mug [
IPens, Pencils °
IPost It Notes Use Scrap Paper [ ]
Styrofoam Packing- Peanuts, Hard Foam and Bubble Wrap Order in Bulk ® ®
Tissues & Paper Towels Use Hand Dryers [
White Bond, Ledger Use E-Mail *(Copy on Both Sides) [ ]

*Local Disposition Authorization Required From Your Agency
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