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Welcome to CITY/ORGANIZATION
Thank you for choosing CITY/ORGANIZATION for your event – we look forward to hosting you!

CITY/ORGANIZATION is committed to keeping our community clean and green, and we need your help!    Events of all sizes can generate a lot of waste – a 2006 study of 25 different venues and events in California found that on average 2.44 pounds of waste is generated per person, per day.  

How can you help?  Recycle at your event!  While CITY/ORGANIZATION does not require recycling at events, we encourage you to consider it.   Recycling and other waste reduction efforts can have a big impact on the environment.   Recycling just one aluminum can saves enough energy to power a television or computer for three hours!

This guide has been provided to you as a resource for evaluating and planning for recycling at your event.  Inside you’ll find information on:

1. Matrix of CITY/ORGANIZATION event recycling information 

a. Availability of recycling bins

b. Availability of recycling pick-up service

2. Estimating recycling bin needs for your event

3. Keys to successful event recycling

4. Where to get event recycling bins

5. How to set up event recycling service

6. Other ways to make your event green

7. Get started!

For questions or additional information, please contact:

CITY/ORGANIZATION
Contact Information 1
Contact Information 2
Contact Information 3
Contact Information 4
Thanks again for choosing CITY/ORGANIZATION for your event!

1. Matrix of CITY/ORGANIZATION Event Recycling Information

The considerations for recycling at events in CITY/ORGANIZATION vary by event size and location.  Please refer to the table below for information to consider when getting started with planning recycling for your event.

	Event Size
	Small
Typical # of Attendees for Event Size
	Large
Typical # of Attendees for Event Size
	Festivals
Typical # of Attendees for Event Size

	Common Types of Events
	Insert Common Types of Events Here
	Insert Common Types of Events Here
	Insert Common Types of Events Here

	Facilities
	Insert Type of Facilities Available Here
	Insert Type of Facilities Available Here
	Insert Type of Facilities Available Here


	Recycling Bin Availability and Materials Collected

	Provide Info Here on Recycling Bin Availability 

If Bins Provided, List Materials Collected Here
	Provide Info Here on Recycling Bin Availability 

If Bins Provided, List Materials Collected Here
	Provide Info Here on Recycling Bin Availability 

If Bins Provided, List Materials Collected Here.


	Recycling Pick-Up Service Provided by CITY/ORG.?

	Include Info Here on Recycling Pick Up Service Provided
	Include Info Here on Recycling Pick Up Service Provided
	Include Info Here on Recycling Pick Up Service Provided



2. Estimating Recycling Bin Needs for Your Event

To understand how many recycling bins needed for your event, it’s important to first estimate your beverage needs.  Not only will this help you determine how many bins you need, but it will also help you avoid excess waste and save money by planning ahead.  

How to Estimate Beverage Needs

In general, plan for approximately 1 non-alcoholic beverage per person, per hour.  Keep in mind that people tend to drink more when it is hot outside, so include extra quantities if you are hosting an outdoor event on a hot day.  

If you are planning to serve alcoholic beverages, consider your guests and what you are planning to serve.  There are several online tools that can help you do this, including.  

· Evite Beverage Calculator:  http://www.evite.com/pages/party/drink-calculator.jsp 

· Reason to Party Food and Beverage Estimator: http://www.reasontoparty.com/quantities.htm 

Example:  Event A is a 3-hour family picnic with 45 attendees and would like to serve soda and water.  Based on the information above, they would need approximately 135 beverages.
How to Estimate Recycling Bin Needs

Once you know how many beverages you plan to serve and what they’ll be served in (e.g. cups vs. cans and bottles), the next step is evaluating how many recycling bins you need.  There are many factors that can influence this – what type of bin you are using, how long your event is, how often the bins can be emptied, etc.  

A general, liberal estimate is to plan for one recycling bin per/50 people.  That being said, estimates can vary depending on what type of recycling bin you are using.  There are several different recycling bin options for event recycling in CITY/ORGANIZATION depending on your event size and location:

CITY/ORGANIZATION Bins 
[Include bin capacity information for any permanent/provided bins here] 
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Clear Stream Bins

Clear Stream recycling bins are temporary recycling bins commonly used for events and are available for rental (see Section 4).  Clear stream bins may be used to supplement existing recycling bins or in locations where bins are not provided.

Capacity for Clear Stream bins is as follows:  

· 220 plastic, 20-oz bottles = approximately 9 cases

· 345 cans = approximately 14 cases or 29 12-packs

· Equal mix of plastic bottles and cans = approximately 11 cases or 22 12-packs


Example:  Event B is holding a 3 hour event for 400 to 500 people.  According to the drink estimator, 1,600 to 2,000 cans soda or bottles of water (67 to 83 cases) are needed for the event.  Therefore 8 recycling bins and bags are needed.

Bins Provided by Waste/Recycling Hauler

If you organizing a larger event and are responsible for setting up recycling service for your event, your service provider may offer temporary event recycling bins and can advise you on how many bins are needed for your event.  Keep in mind that in order for event recycling to be successful, a recycling bin should be placed next to every trash can.  See Section 5 for additional information on how to set up recycling service.

3. Keys to Successful Event Recycling

There are several keys to success when setting up event recycling:

· Get Support:  Gather support from everyone involved.  Educate and train staff, vendors and participants.  If you have vendors at your event, make sure they are informed about your recycling efforts.

Be sure to also designate someone who can be the point person for planning and coordinating the recycling effort and line up volunteers to help.
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Co-Locate Trash and Recycling Bins:  
Place a recycling bin next to each trash bin at your event.  This will make it easy for your event attendees to recycle their drink container, reduce contamination of the recycling bins and reduce your trash volumes.  

Put each recycling and trash station in a visible location where people are going to be throwing away cans and bottles. Think high traffic areas, such as where food and beverages are being consumed, near rest rooms or portable toilet stations, and at exits from the event.  In general, waste stations should be no more than 150 feet apart to ensure adequate coverage.
· Clearly Label Recycling Bins: Make sure recycling bins are easily identifiable, well labeled in English and any other language spoken by a majority of your attendees.
4. Where to Get Recycling Bins

If your event is in a location where bins are not provided by CITY/ORGANIZATION, there are several options for getting recycling bins for your event:

· CITY/ORGANIZATION Bins 
· Bins for Rental
Several metro area counties have a limited number of recycling bins available for rental for events.  Visit www.rethinkrecycling.com/events for more information.
· Recycling Service Providers
If you are required to set up your own recycling service, your service provider may be able to provide bins for your event.  See Section 6 for additional information on setting up recycling service.

· Other Options
For smaller events where bins are not provided and a limited quantity of waste is generated, you may want to consider simply bringing your recycling bin from home or using another type of container to collect materials and take them home for recycling.

5. How to Set Up Recycling Service

Refer to the Matrix of CITY/ORGANIZATION Event Recycling Information on page 2 to find out if recycling service is provided for your event.  

For Small Events

If service is not provided for your event and you are generating a small amount of recycling, you may wish to transport materials directly to a recycling center yourself.  To find locations, visit http://www.rethinkrecycling.com/businesses/waste-management-guide/recycling-drop-centers.  Call ahead for hours and materials accepted.
Another alternative if you are collecting aluminum cans at your event is to redeem them for cash.  This can be a great way to raise money for your organization.  To find locations, visit http://www.rethinkrecycling.com/businesses/waste-management-guide/materials-name/metal-lead-steel-scrap.  Call ahead for hours.  Check your local phone book for additional locations.
For Large Events and Festivals

Large events and festivals in CITY/ORGANIZATION are responsible for setting up their own recycling collection service.  

Finding a Service Provider

Many garbage haulers also collect recycling, so check with your hauler to see if they provide recycling services.  If not, you may need to work with a separate recycling hauler.  
Keep your costs low by shopping around for competitive pricing before choosing trash and recycling haulers.  Larger events may also wish to explore sponsorships with waste services providers. 

For a list of companies that provide recycling pick-up services in the metro area, go to www.RethinkRecycling.com and click on “for businesses.” Additional service providers may also be found in your local phone book.

Contracts and Request for Proposals
Larger events and festivals may wish to develop a contract with their waste services providers to ensure that your event’s needs are clearly understood by both parties and services will be provided to meet your event’s needs.  

It is valuable to include your event’s recycling and trash collection requirements in your event contract and/or request for proposals.  The following is draft language to consider including in your event contract or request for proposal (RFP) for recycling services.  Suggested contract language for trash collection services is also included as another way to decrease your event’s environmental impact.
Contract Language for Recycling Service

VENDOR will provide recycling collection that:

· Has collection containers adjacent to all trash collection containers, using consistent and clearly differentiated containers for recycling vs. trash;

· Includes, at a minimum, paper (office paper, corrugated and boxboard cardboard, newspaper, and mixed paper) and food and beverage containers (metals, glass, and plastics);

· Is available for both workers and event/venue/building users;

· Has clearly visible and stated signage; and

· Ensures that all collected materials will actually be recycled.

Contract Language for Recycling Bins

VENDOR will provide an appropriate number of recycling, organics, and trash bins to ensure a recycling bin and an organics bin is located next to each trash bin. Preference will be given to a provider that provides clearly marked and easily identifiable recycling, organics, and trash bins.  
Contract Language for Trash Collection (Suggested)

VENDOR will provide trash collection that has a contractual requirement that trash (mixed municipal solid waste) will be delivered to the RRT-Newport, HERC or RRT-Elk River waste processing facilities for processing.
6. Other Ways to Make Your Event Green

There are many other ways that you can work to make your event greener.  From waste reduction to encouraging people to walk or bike to your event, every little bit helps.  

For additional resources and information on what else you can do, visit www.rethinkrecycling.com/events.  

7. Get Started!

This form is intended to help you identify the information needed to organize a recycling program for your event.
Event Information

Name of event:_________________________________________________
Type of event:_________________________________________________
Event Date:___________________________________________________
Location:_____________________________________________________
Length of Event:_______________________________________________________
Expected number of attendees: ________________________

Recycling Lead

Recycling Coordinator/Lead:_____________________________________________
Contact Information:_________________________________________________
Recycling Needs

# of beverages needed (see estimator on pg. 3):______________________
Beverages will be served in (check all that apply):  

· Cans

· Bottles

· Reusable Cups 

· Disposable Cups

(NOTE:  If you are only serving beverages in reusable or disposable cups, container recycling service is not needed)

# of recycling bins needed (see estimator on pg. 3):___________________
Recycling Bins

Recycling Bins Available at Event Location:  

· Yes

· No

If no, list bin provider:__________________________________________
Contact Information:__________________________________________________
Recycling Service

Recycling Service Provided:  

· Yes

· No 

If no, list recycling service provider:________________________________
Contact Information:_____________________________________________________
YOUR


LOGO HERE








