Sample Kickoff Memo

(To fill in the blanks in this memo’s first paragraph, use the simple formula at the bottom of the page.)

To:

All employees

From:

[name], [title]

Subject:
Office Paper Recycling at [company name]

Date:

______________

The average office worker throws away 1-1/2 pounds of recyclable paper every day. That adds up to ____ tons a year from our office alone; meaning that ____ trees and ____ gallons of oil are used every year just to supply our office with paper.

We are starting a program to recycle these valuable resources. By recycling, we will help reduce our dependence on landfills, do our part to improve the Georgia environment, and hold down our disposal costs. (In addition, _____ percent of the money saved from our program will go to _____________.)

Participation in this program will mean only a few changes in your daily habits. You will be given a desk-side recycling container for your recyclables. When the container is full, empty its contents into one of the central bins located on your floor. The locations of central containers will be:

· next to all of the copy machines;

· in rooms 123, 223, 323;

· in the vending areas.

Short orientation sessions will be held on _______to explain the program. The sessions will start at [fill-in times] ______, _____, and ______. They will last about 15 minutes. Your supervisor has a sign-up sheet.

If you have questions, please contact [name], who is coordinating our recycling program, at extension ____. Thank you for your cooperation as we make this significant change in our waste management program. Your participation is important!
Recycling Figures

Use this simple formula to convert volumes of materials recycled to show environmental savings resulting from your recycling program.

_____ tons of paper recycled x 17 trees per ton = _____ trees saved

Recycling one ton of paper saves:

· 3.3 cubic yards of landfill space

· 2 barrels of oil

· 7,000 gallons of water

· 4,100 kilowatt-hours of electricity (enough to power an average-size house for six months)

Recycling one aluminum can saves enough electricity to power a 100-watt light bulb for three hours and your TV for three hours.

Recycling one pound of cans saves 7.6 kilowatt-hours of electricity.

Source: Recycling at Work: Workplace Recycling Guide, Clean Texas, Texas Environmental Commission on Environmental Quality, GI-40 (Rev. 5/00).






