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	Introduction
	Assembly Bill 75 (Strom-Martin, Chapter 764 of statues of 1999) requires State agencies to develop and implement integrated waste management plans to reduce the amount of solid waste disposed of by 25% by January 1, 2002, and 50% by January 1, 2004. The law also requires State agencies leasing or constructing State facilities to ensure adequate space is set aside for the storage and collection of materials.

In addition, the law requires all State agencies to annually report to the CIWMB the amount of solid waste generated and the amount of solid waste diverted from disposal. These reports are posted on the CIWMB web site and can be accessed by opening a web browser and navigating to: 
http://ciwmb.ca.gov/StateAgency/SOARD/
The implementation of integrated waste management plans and annual reporting requirements compel each State agency to:

· Implement purchasing and source reduction strategies

· Install collection station equipment develop recycling are guidelines, and 

· Communicate the availability of recycling services to building occupants. 


	Chapter contents
	The table below lists sections included in this chapter.
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7.1 Organizational Integrated Waste Management Plan

	
	The Integrated Waste Management Plan developed for the building must be followed to ensure compliance with AB 75 reporting requirements as well as regulatory and legislative mandates.

The _DEPARTMENT NAME_ has an Integrated Waste Management Plan that applies source reduction, reuse, and recycling to minimize waste disposal.


7.1.1 Promotional Programs

	
	The _DEPARTMENT NAME_ has developed and maintains documents that promote sustainable waste reduction practices and instruct building occupants to use recycling equipment and facilities.

The following documents are produced and distributed:

· Facts Sheets

· Fliers

· New Employee Package

· Office Paper Recycling Guide

· Web Page


7.1.2 Procurement Programs
	
	All State agencies must follow the procurement policies and standards set by the Department of General Services, Procurement Division.
In order to ensure that the _DEPARTMENT NAME_ complies with stated policies and standards, the Department utilizes the following:
· Department-wide Automated Procurement Tracking System

· Department-wide Recycled-content Procurement (RCP) Policy

The _DEPARTMENT NAME_ also:

· Proactively works with RCP suppliers

· Requires Recycled-Content Product certification for all purchases


7.1.3 Source Reduction Strategies

	
	Preventing waste at its source, by avoiding the acquisition of disposable items or making potentially disposable products as useful as possible for as long as possible, is the most efficient and practical way to reduce disposal costs and mitigate environmental impacts.


	Source Reduction Strategies
	The source reduction strategies listed below involve behavioral or procedural changes that prevent the creation of waste. 

· Purchase products in quantity and in recycled containers.

· Eliminate unnecessary reports and reduce report size.

· Eliminate unnecessary forms and redesign to use less paper.

· Print double-sided copies to minimize the number of copies produced.

· Proof documents on screen and preview before printing.

· Design mailers which avoid the use of envelopes (fold and staple the paper).

· Use electronic mail and voice mail.

· Post announcements on bulletin boards or circulate copies.

· Circulate memos, documents, reports, and publications.

· Allow internal documents to be circulated with legible minor hand corrections rather than retyping drafts.

· Make double-sided photocopies when feasible.

· Direct employees to web site links vs. provide paper copies.

· Create and use electronic forms (ABMS, TEC, others).
· Produce double-sided copies.
· Practice property reutilization – Surplus Equipment to Surplus Sales.
· Adhere to Recycled Content Product Purchases policies.


	Electronic Data Correspond-ence
	Electronic correspondence reduces or eliminates paper and printing. Some strategies include:

· Electronic publishing of departmental manuals (e.g. intranet web pages)

· E-Office of Legal Services Contract Billing

· E-Legal Research (West and Lexis)

· E-Legislative Reports posted on web site

· E-Legislative memos to Agency
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	Reuse Strategies
	· Collect paper that has been used on one side and reuse as draft paper in fax machines, for scratch pads, and copies (in copiers with multiple trays, one tray can be stocked with draft paper).

· Buy only copiers and printers that will make two-sided copies reliably.

· Use reusable envelopes for interoffice mail.

· Use outdated letterhead for in-house memos.

· Reuse file folders.

· Print directly on envelopes rather than use labels.


7.2 Universal Hazardous Waste
	Introduction
	Because certain types of hazardous wastes are generated by a wide variety of businesses, they have been classified by the U.S. EPA and California's

Department of Toxic Substances Control as "Universal Wastes" when they are disposed. Universal Wastes include mercury-containing thermostats, cathode ray tubes (CRT) such as computer monitors and TV sets, certain lighting wastes such as fluorescent tubes, and virtually all batteries.

Source reduction of hazardous waste is preferable over recycling and treatment options because source reduction avoids waste generation costs and management liability. 


	Fluorescent Light Tubes
	Fluorescent light tubes contain mercury and must not be disposed of using general waste receptacles such as dumpsters.
_BUILDING MANAGEMENT GROUP NAME_ staff collects all used fluorescent tubes used in the building for recycling. The tenants must not store or dispose of any fluorescent light tubes.

Trades and Engineering staff must:

1. Collect used fluorescent light tubes

2. Store used fluorescent light tubes in the secure area designated for light tube storage so that they will not inadvertently break.

3. Mark the manifest with the number of tubes added to storage each time a tube is added.

4. Schedule pickup by the designated, certified recycling hauler when the storage area is near capacity.


	Batteries
	Battery collection and recycling at the _DEPARTMENT NAME_ is done by the group who uses batteries. Each group is responsible for setting up their own battery recycling program. Batteries are used and collected for recycling by:

· _BUILDING MANAGEMENT GROUP NAME_ employees

· Tenants
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	Batteries, Continued
	_BUILDING MANAGEMENT GROUP NAME_ employees

1. _BUILDING MANAGEMENT GROUP NAME_ employees collect their own batteries.

2. Batteries are stored in buckets and boxes distributed by _DEPARTMENT NAME_.
Note: Due to the substantial costs associated with the recycling or disposal of batteries, only those batteries generated from daily work will be accepted. No batteries from home may be recycled using workplace recycling programs.

Tenants

The _DEPARTMENT NAME_ runs its own battery collection program and uses its own certified hauler.


7.3 Recycling Area Guidelines
	Introduction
	The Integrated Waste Management Plan ensures that all building occupants, including maintenance staff, tenants, and visitors, have opportunities to recycle.
Recyclables collected from the building are delivered to the recycling area, where they are separated.

Hazardous waste items such as batteries and fluorescent light tubes are not to be stored or disposed of in the recycling area.


	Recycling
	Items that are recycled as part of the recycling program include:

· Cardboard

· Newspaper

· Office paper

· Printer cartridges

· Aluminum cans


	Building Guidelines
	See the following Building Guideline regarding recycling.
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Building Guidelines BG NUMBER: 04-001 (Revised)
East End Complex DATE REVISED: APRIL 2006
1430 N Street

Sacramento, CA 95814 EXPIRES: When rescinded
SUBJECT: Recycling

PURPOSE: To establish guidelines for and to promote the recycling of materials

GUIDELINES: 1.

Recycling containers are located throughout the building in copy
rooms and kitchenettes.

. The green containers are to be used for recycling glass, plastic, and

aluminum cans. Employees should remove the lids and rinse all
bottles and cans before placing them in the recycling containers.

. Food wrappers should be disposed of in garbage cans and not

placed in recycle containers.

. The blue “Slim Jim” containers are to be used for recycling white

paper. White paper consists of white bond laser paper, typing paper,
letterhead, white envelopes without windows, adding machine tape,
and computer paper.

. The containers with the blue slotted lids are to be used for recycling

mixed paper. Mixed paper consists of newsprint, colored paper,
magazines, glossy paper, junk mail, tabulating cards, manila folders,
pamphlets, brochures, and fax paper.

. Staples and paper clips do not need to be removed before papers

are placed in a recycling container.

. Non-recyclable paper consists of carbon paper, Post-it Notes, self-

adhesive labels, cellophane tape, laminated paper, paper ream
covers, photographic paper, and blueprint paper. These materials
should not be placed in any of the recycling containers.

. Corrugated cardboard should be stacked neatly outside a cubicle

area with a sign marked “Garbage.” The janitorial staff will deliver
the cardboard to the loading dock for recycling.

. Specially designed boxes for the containment of recycled batteries

are located in the main mailroom (Room 1601), 1430 N Street and in
the Nutrition Services Division, 560 J Street, Suite 270. These
boxes are designed to hold a variety of batteries made of lithium,
alkaline, lead, mercury, nickel-cadmium, nickel metal-hydride,
magnesium, silver, and zinc. The battery recycling program includes
batteries of sizes AAA, AA, C, D, button cell, 9-volt, and all other
batteries, both rechargeable and single use. Before batteries can be
dropped into the boxes they must be placed in a plastic bag. Plastic
bags can be found next to each battery recycle box.

PERSONTO  Questions concerning these guidelines should be directed to Brenda
CONTACT: Scott, Building Operations, (916) 322-5110.
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