Sample Memo to Employees – Program Announcement

Date: <Today’s Date>

To: All Employees

From: <Company Official>

RE: Buy Recycled Policy
Recycling is more than just placing certain materials in a special bin. The recycling loop is complete only when materials that you have separated for recycling are processed and remanufactured into new products, which are then sold. Recycling works only when consumers, businesses and organizations buy products made with recycled material. 

With this in mind, we are implementing a new policy in our offices to buy office supplies that are made from recycled content. We are doing such things as buying  <place here what recycled content items you are buying>.  

How do recycled content products perform? Advances in manufacturing technology have enabled most recycled products to compete - both in price and quality - with products made from virgin materials. 

Always look at the level of post-consumer recycled content in a product: this is the material that has been collected from consumers and reprocessed. Manufacturers often include pre-consumer material in their total recycled content calculation: this material includes manufacturing scraps, and other by-products that were never used in the consumer market. 

Thousands of recycled-content products are available today. Many items from paper to office supplies to building materials to motor oil are available with recycled content. Many supply catalogs already contain a variety of recycled products, so you may be able to "buy recycled" from your current office supply vendor. 

 With everyone’s participation, I am confident that we can make a strong commitment to buy products with recycled-content. If you have any questions, please call me at <Phone number>.










