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This memo is a reiteration and update of procedures for recycling used printer ink/toner cartridges and used copier toner cartridges.  This memo applies to those departments who do not have individual arrangements for cartridge recycling.
· Save the original cartridge boxes and any return mailing labels.

· Place used cartridges into the original packaging if possible.  Be sure to include any return mailing labels that came with the new cartridges. 

· If the original box or carton is missing:

· Place ink jet cartridges into a messenger envelope.

· Place larger cartridges into a corrugated box.

· Write “Used Cartridge” on the outside of the box or envelope.

· Send used cartridges to the OSP storeroom.

Please contact the storeroom at 324-6765 or me at 327-4174 if you have any questions or comments regarding these procedures.    

Donald G. Eggleston
DONALD G. EGGLESTON

Environmental Coordinator

