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STEP 1:  
Pair and Label 
all Bins

STEP 2: 
Use Reusable Bags  
in Shared Interior Containers

STEP 3: 
Educate & Motivate  
Employees & Janitorial Staff

REUSABLE RECYCLING BAG TOOLKIT

STEP 1. PAIR AND LABEL ALL BINS 
Labeling internal and external recycling and trash containers is one of the best ways to prevent contamination. 

Always place trash and recycling containers side by side as a set with labels at eye level - in the cafeteria, copy 

rooms and conference rooms.

Follow the steps outlined in this Toolkit to help your janitorial staff 
and employees Recycle Right using reusable bags. 

Commercial  
Recycling Bin Decal 
Glass Accepted  
(Download)

Residential  
Recycling Bin Decal 
Glass Accepted  
(Download)

Plastic Bottles & Containers 
Botellas y envases de plástico

Food & Beverage Cans 
Latas de alimentos y bebidas

Paper 
Papeles

Flattened Cardboard & Paperboard 
Cartón y cartulina aplastados

Glass Bottles & Containers 
Botellas y frascos de vidrio

To Learn More Visit: 
Para más información, visite: 
wm.com/recycleright

2019 WM Intellectual Property Holdings, LLC. The Recycle Right recycling education program was developed 
based upon national best practices. Please consult your local municipality for their acceptable materials and 

additional details of local programs, which may differ slightly.

ALWAYS RECYCLE / RECICLE SIEMPRE

NO Food or Liquids
NO comida o líquidos

NO Foam Cups & Containers
NO vasos y recipientes de 
poliestireno

NO Loose Plastic Bags,  
Bagged Recyclables or Film
Empty recyclables directly 
into your cart
NO bolsas y envolturas de 
plastico sueltas, o materiales 
recyclables embolsados 
Vacié directamente los 
materiales reciclables en 
nuestro carrito

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER / NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

NO Green Waste
NO desechos verdes

NO Clothing, Furniture & Carpet
NO ropa, muebles y alfombras

RECYCLE RIGHT

NO Batteries – check local drop-off 
programs for proper disposal
NO baterías - Verifique los programas 
locales de entrega para su correcta 
eliminación

Glass Bottles & Containers 
Botellas y frascos de vidrio

To Learn More Visit: 
Para más información, visite: 
wm.com/recycleright
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ALWAYS RECYCLE / RECICLE SIEMPRE

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER / NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

RECYCLE RIGHT

Plastic Bottles & Containers 
Botellas y envases de plástico

Food & Beverage Cans 
Latas de alimentos y bebidas

Paper 
Papeles

Flattened Cardboard & Paperboard 
Cartón y cartulina aplastados

NO Food or Liquids
NO comida o líquidos

NO Foam Cups & Containers
NO vasos y recipientes de 
poliestireno

NO Loose Plastic Bags,  
Bagged Recyclables or Film
Empty recyclables directly 
into your cart
NO bolsas y envolturas de 
plastico sueltas, o materiales 
recyclables embolsados 
Vacié directamente los 
materiales reciclables en 
nuestro carrito

NO Green Waste
NO desechos verdes

NO Clothing, Furniture & Carpet
NO ropa, muebles y alfombras

NO Batteries – check local drop-off 
programs for proper disposal
NO baterías - Verifique los programas 
locales de entrega para su correcta 
eliminación

NO Glass Bottles  

& Containers

NO botellas y envases  

de vidrio

To Learn More Visit: 

Para más información, visite: 

wm.com/recycleright
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NO Food or Liquids

NO comida o líquidos

NO Foam Cups & Containers
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Bagged Recyclables or Film

Empty recyclables directly 

into your cart

NO bolsas y envolturas de 

plastico sueltas, o materiales 

recyclables embolsados 

Vacié directamente los 

materiales reciclables en 

nuestro carrito

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER / NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

NO Green Waste

NO desechos verdes

NO Clothing, Furniture & Carpet

NO ropa, muebles y alfombras

RECYCLE RIGHT

NO Batteries – check local drop-off 

programs for proper disposal

NO baterías - Verifique los programas 

locales de entrega para su correcta 

eliminación

Plastic Bottles & Containers 

Botellas y envases de plástico

Food & Beverage Cans 

Latas de alimentos y bebidas

Paper 

Papeles

Flattened Cardboard & Paperboard 

Cartón y cartulina aplastados

NO Glass Bottles  

& Containers

NO botellas y envases  

de vidrio
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ALWAYS RECYCLE / RECICLE SIEMPRE

NO Food or Liquids

NO comida o líquidos

NO Foam Cups & Containers

NO vasos y recipientes de 

poliestireno

NO Loose Plastic Bags,  

Bagged Recyclables or Film

Empty recyclables directly 

into your cart

NO bolsas y envolturas de 

plastico sueltas, o materiales 

recyclables embolsados 

Vacié directamente los 

materiales reciclables en 

nuestro carrito

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER / NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

NO Green Waste

NO desechos verdes

NO Clothing, Furniture & Carpet

NO ropa, muebles y alfombras

RECYCLE RIGHT

NO Batteries – check local drop-off 

programs for proper disposal

NO baterías - Verifique los programas 

locales de entrega para su correcta 

eliminación

Plastic Bottles & Containers 

Botellas y envases de plástico

Food & Beverage Cans 

Latas de alimentos y bebidas

Paper 

Papeles

Flattened Cardboard & Paperboard 

Cartón y cartulina aplastados

Label internal containers so employees are clear what materials are  

acceptable to recycle. Download and print Trash, Recycling and Organics labels 

(for businesses that recycle food) for your internal containers. 

Food waste

Chip bags 

& candy wrappers

Plastic knives & forks,  

paper towels/paper plates

Flexible packaging

& foi l  containers

Foam products

(Check Earth911.org for options)

Plastic bags

(Take plastic bags back to your local grocer)TRASH

To Learn More Visit wm.com/recycleright
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RECYCLE
Food & Beverage Cans

Plast ic Bott les & Containers

Paper

To Learn More Visit wm.com/recycleright

© 2020 WM Intellectual Property Holdings, LLC. 

Flattened Cardboard & Paperboard

ORGANIC

To Learn More Visit wm.com/recycleright

© 2020 WM Intellectual Property Holdings, LLC. 

Fruit  & Vegetable Waste

Food Waste

Bread & Grains

Floral  & Yard Waste

Dairy Waste

Organics Bin Label 
(Download)

ORGANIC

To Learn More Visit wm.com/recycleright
© 2020 WM Intellectual Property Holdings, LLC. 

Fruit  & Vegetable Waste Food WasteBread & Grains Floral  & Yard Waste Dairy Waste

Trash Bin Label 
Food Waste Accepted 
(Download)

Food waste
Chip bags 

& candy wrappers
Plastic knives & forks,  

paper towels/paper plates
Flexible packaging
& foi l  containers

Foam products
(Check Earth911.org for options)

Plastic bags
(Take plastic bags back to your local grocer)

TRASH

To Learn More Visit wm.com/recycleright
© 2020 WM Intellectual Property Holdings, LLC. 

Trash Bin Label  
Food Waste Not Accepted 
(Download)

Chip bags 
& candy wrappers

Plastic knives & forks,  
paper towels/paper plates

Flexible packaging
& foi l  containers

Foam products
(Check Earth911.org for options)

Coated coffee cups Plastic bags
(Take plastic bags back to your local grocer)

TRASH

To Learn More Visit wm.com/recycleright
© 2020 WM Intellectual Property Holdings, LLC. 

To learn more, visit  
wm.com/recycleright

Recycling Bin Label 
Glass Accepted 
(Download)

Recycling Bin Label 
Glass Not Accepted 
(Download)

Food & Beverage Cans PaperGlass Bottles  
& Containers

Flattened Cardboard  
& Paperboard

Plastic Bottles & Containers

RECYCLE

To Learn More Visit wm.com/recycleright
© 2020 WM Intellectual Property Holdings, LLC. 

RECYCLE
Food & Beverage CansPlast ic Bott les & Containers Paper

To Learn More Visit wm.com/recycleright
© 2020 WM Intellectual Property Holdings, LLC. 

Flattened Cardboard & Paperboard

https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Commercial-Recycling-Container-Label.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Recycling-Container-Label.pdf
https://www.wm.com/us/en/recycle-right
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Simplified-Recycling-Label.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Simplified-Recycling-Label-Glass-Not-Accepted.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Simplified-Trash-with-Food-Waste-Accepted-Label.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Simplified-Trash-with-Food-Waste-Not-Accepted-Label.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Labels-Decals/Simplified-Organics-Recycling-Label.pdf
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To learn more, visit  
wm.com/recycleright

REUSABLE RECYCLING BAG TOOLKIT
STEP 2.  USE REUSABLE RECYCLING BAG IN INTERIOR CONTAINERS

• Once your bins are properly labeled and paired, place the

reusable recycling bag inside your recycling container.

• Place Recycle Right posters above all interior recycling containers to

remind employees what materials are acceptable to recycle.

• Post friendly reusable bag care posters near interior recycling containers

to remind employees to keep food and liquid out of the containers.

• Food and liquid are among the most common contaminants -

they soil the reusable recycling bag and shorten its useful life.

• When full, remove and transport reusable bags filled with recyclables

to exterior container.

• Empty contents of reusable bag loose into your exterior recycling container.

• Replace the reusable bag in the interior container (it may need to be wiped

down) and repeat the process.

• Have replacement reusable bags on hand and swap them out

during collection.

Plastic Bottles & Containers 
Botellas y envases de plástico

Food & Beverage Cans 
Latas de alimentos y bebidas

Paper 
Papeles

Flattened Cardboard & Paperboard 
Cartón y cartulina aplastados

NO Food or Liquids
NO comida o líquidos

NO Foam Cups & Containers
NO vasos y recipientes de  
poliestireno

NO Loose Plastic Bags, Bagged Recyclables or Film
Empty recyclables directly into your bin
NO bolsas y envolturas de plastico sueltas, o materiales recyclables embolsados 
Vacié directamente los materiales reciclables en nuestro carrito

NO Green Waste
NO desechos verdes

NO Clothing, Furniture & Carpet
NO ropa, muebles y alfombras

NO Batteries – check local drop-off 
programs for proper disposal
NO baterías - Verifique los programas 
locales de entrega para su correcta 
eliminación

Glass Bottles & Containers 
Botellas y envases de vidrio

ALWAYS RECYCLE / RECICLE SIEMPRE

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER  
/ NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

To Learn More Visit: 
Para más información, visite: 
wm.com/recycleright

© 2020 WM Intellectual Property Holdings, LLC. The Recycle Right recycling education program 
was developed based upon national best practices. Please consult your local municipality for 

their acceptable materials and additional details of local programs, which may differ slightly.

RECYCLE RIGHT

©2020 WM Intellectual Property Holdings, L.L.C.

To learn more, visit  
wm.com/recycleright

Out with plastic bags and in with Reusable Recycling bags!  
We need your help to keep the reusable bags clean.

• Be sure to empty all liquid from the bottles and cans you recycle.

• Never place any food in the recycling - dispose of food in the trash  
or compost it where available.

• Keeping the reusable recycling bags clean and dry will ensure  
they last a long time.

TREAT OUR NEW REUSABLE  
RECYCLING BAGS WITH CARE

Recycle Right Poster

To order additional Reusable Recycling Bags, visit:

wmgearstore.wm.com

Reusable Bag  
Care Poster

https://www.wm.com/content/dam/wm/documents/RecyclingResources/Posters-Guides-Tools/Poster-Whats-Recyclable-at-Home.pdf
https://www.wm.com/us/en/recycle-right
https://wmgearstore.wm.com/home-use/1459748/1459748/reusable-commercial-recycling-container-bag-1pc.html
www.Wm.com/content/dam/wm/documents/RecyclingResources/reusable-recycling-bag-tools/Reusable-Bag-Care-Poster.pdf
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REUSABLE RECYCLING BAG TOOLKIT
STEP 3.  EDUCATE AND MOTIVATE EMPLOYEES AND JANITORIAL STAFF 
• Remind employees how easy it is to Recycle Right at work by  

 following three simple rules and using the tools provided below:

• Schedule a reusable recycling bags kick-off session to introduce this  

 new step in your recycling collection. Use the Employee and Janitorial  

 emails provided.

• Explain to employees and staff the steps you’re taking to eliminate plastic  

 bags from your recycling collection system and why replacing them with  

 sustainable reusable recycling bags is the right thing for the environment.

• Invite employees and staff to work together to make sure that everyone is  

 recycling right and keeping plastic bags, food, and liquid out of the recycling.  

 Share the Recycle Right and reusable bag care posters with employees  

 and staff.

• Distribute recycling guidelines to all employees and janitorial staff and  

 invite them to visit wm.com/recycleright to learn more and download free  

 recycling resources.  

• Remember to include Recycle Right training for new employees and make sure  

 new janitorial staff is trained on how to use the reusable recycling bags.

IMPORTANT RECYCLING UPDATE TO SHARE WITH 
JANITORIAL STAFF 
 
NEW! Reusable Recycling Bags for Interior Recycling Containers 

Team,  

We’re excited to take our recycling program to the next level with the following improvements.   

• A best practice for Recycling Right is to pair trash and recycling containers together, label each 
container, and include signage above the recycling bins to show what materials can be recycled.   

• All of our interior trash and recycling containers throughout the building are now paired, properly 
labeled, and we’ve placed a poster near or above each recycling bin showing the acceptable recyclable 
materials.  

• We are also eliminating plastic bags or liners from all recycling bins and are replacing those with 
Reusable Recycling Bags. As we’ve recently learned, plastic bags and bagged recyclables are NOT 
accepted in our recycling program, so we are instituting new practices to keep recycling economically and 
environmentally sustainable.   

 
Why Does This Matter?  
When our recyclables arrive at the local plant, they go through an automated sorting process. Recyclables must 
be loose (not in a bag) in order to make their way through the sorting equipment. Plastic bags wreak havoc at the 
plant; they become wrapped around sorting equipment. When this happens, all equipment must be shut down so 
that workers can climb into the machinery and cut plastic bags out of gears and screens. This poses a serious 
safety risk for workers, makes recycling inefficient and costly, and prevents perfectly good recyclables from going 
onto their next best use. 
 
We Need Your Help 

1. Place the Reusable Recycling Bags in interior containers – no more plastic bags or liners.   
2. Empty full reusable bags into internal transport container or outside recycling bin. 
3. Replace the reusable bag in the interior recycling container.  

 

We’ve asked all employees to empty liquid from the cans or bottles they recycle and never include any food 
waste in the Reusable Recycling bags, as food and liquid will ruin the bags. If you notice  recycling bins that 
contain liquid, food or other non-accepted material, please let me know so that we can provide additional 
employee training and feedback.  

We appreciate your help as we all work to improve the quality of our recycling program with these new Reusable 
Recycling Bags. If you have any additional ideas for improvement, please let me know!  
 
NAME 
  

NO RECYCLABLES  
IN PLASTIC BAGS
Empty recyclables directly into 
your bin and leave the plastic 
bag out.

NO TANGLERS, HOLIDAY 
LIGHTS, HANGERS & 
EXTENSION CORDS
They wrap around 
equipment and can shut 
down an entire facility!  
They all go in the trash.

NO TIRES, AUTO PARTS  
& SCRAP METAL
(Not in recycling or trash.) All 
can damage equipment and are 
safety hazards. Contact your 
local scrap recyclers or retail 
tire stores for recycling options, 
or check earth911.com for a 
drop-off center near you.

NO FOOD & LIQUIDS
Compost instead! Otherwise it 
belongs in the trash.

NO PLASTIC BAGS, FILM/
SHEETING & FLEXIBLE FILM 
PACKAGING
Take plastic bags back to local 
retailers to keep them out 
of the recycling stream. Visit 
plasticfilmrecycling.org to find a 
drop-off location near you.

NO CONCRETE, WOOD & 
CONSTRUCTION DEBRIS
Can damage equipment & are 
safety hazards. You may be able 
to schedule a bulky item pickup 
- otherwise throw it in the 
trash or order a roll off bin by 
contacting Waste Management 
Customer Service.

NO YARD WASTE & WOOD
Compost or put in your yard waste 
cart, if available. Otherwise it 
belongs in the trash.

NO NON-RECYCLABLE 
PLASTIC
Not everything that is plastic 
is recyclable! Recycle only 
food & beverage bottles, jugs 
and tubes.

NO ELECTRONICS  
& SMALL APPLIANCES
Donate if in good condition, or 
schedule a bulky item pickup, 
if available. Check earth911.
com for a local drop-off site.

NO PAPER NAPKINS, 
PLATES, CUPS & TISSUES
Compost if possible, and 
remember to recycle the 
cardboard tube.

NO TEXTILES, BEDDING, 
RUGS & CARPET
Donate these items if they 
are in good condition. Large 
quantities may require 
special disposal.

NO POLYSTYRENE FOAM
Foam and plastic containers 
are not recyclable curbside. 
Find drop-off programs for 
items like foam packing 
peanuts at earth911.com.

Keep these common contaminants OUT of your recycling bin.

MOST COMMON  
CONTAMINANTS

©2020 WM Intellectual Property Holdings, L.L.C.

To learn more, visit  
wm.com/recycleright

Janitorial Staff Email

Most Common 
Contaminants Poster

SAMPLE EMAIL TO SHARE WITH EMPLOYEES 
 
Subject: NEW! Reusable Recycling Bags for Recycling Containers 
 
Team,  
 
As you’ve probably noticed, we are making some innovative and sustainable changes to our recycling program.   
 
Interior recycling bins and trash containers are located DESCRIBE LOCATIONS – in our cafeteria, copy area, 
meeting rooms, etc. A best practice for Recycling Right is to always pair trash and recycling containers together, 
label each container, and include signage above the recycling bin to show what materials can be recycled.  You’ll 
see that all our internal trash and recycling containers are now properly labeled and we’ve placed a poster near 
or above each recycling bin showing the materials you should recycle.  
 
One of the biggest changes we’ve made is eliminating plastic bags or liners from all recycling bins and replacing 
those with Reusable Recycling Bags. As we’ve recently learned, plastic bags of all types and bagged recyclables 
are NOT accepted in our recycling program. Plastic bags and bagged recyclables are among the biggest 
contaminants and often prevent perfectly good recyclables from going on to have a useful second life.  
 
Why Does This Matter?  
When our recyclables arrive at the local plant, they go through an automated sorting process. Recyclables must 
be loose (not in a bag) in order to make their way through the sorting equipment. Plastic bags wreak havoc at the 
plant; they become wrapped around sorting equipment. When this happens, all equipment must be shut down so 
that workers can climb into the machinery and cut plastic bags out of gears and screens. This poses a serious 
safety risk for workers and makes recycling inefficient and costly. It also often results in perfectly good 
recyclables not making it through the sorting process onto their next best use. 
 
How Can You Help? 
Make sure the recyclables you toss in the recycling containers are clean and dry – empty any food or liquid 
before recycling. Food and liquid will ruin the reusable recycling bags, so we need your help to make sure those 
items are properly disposed. NOTE: Keep loose plastic bags out of the recycling – this goes for at work and at 
home, and never bag recyclables. To learn more, visit Recycle Right to download free recycling tools and 
resources. 

 
 

 

 

 

 
 
 
 

We appreciate everyone’s help as we work to improve the quality of our recycling program with these new 
Reusable Recycling Bags. If you have any additional ideas for improvement, please let me know!  
 
NAME 

 
 

Plastic Bottles & Containers 
Botellas y envases de plástico

Food & Beverage Cans 
Latas de alimentos y bebidas

Paper 
Papeles

Flattened Cardboard & Paperboard 
Cartón y cartulina aplastados

NO Food or Liquids
NO comida o líquidos

NO Foam Cups & Containers
NO vasos y recipientes de  
poliestireno

NO Loose Plastic Bags, Bagged Recyclables or Film
Empty recyclables directly into your bin
NO bolsas y envolturas de plastico sueltas, o materiales recyclables embolsados 
Vacié directamente los materiales reciclables en nuestro carrito

NO Green Waste
NO desechos verdes

NO Clothing, Furniture & Carpet
NO ropa, muebles y alfombras

NO Batteries – check local drop-off 
programs for proper disposal
NO baterías - Verifique los programas 
locales de entrega para su correcta 
eliminación

Glass Bottles & Containers 
Botellas y envases de vidrio

ALWAYS RECYCLE / RECICLE SIEMPRE

DO NOT INCLUDE IN YOUR MIXED RECYCLING CONTAINER  
/ NO INCLUIR EN SU CONTENEDOR DE RECICLAJE MIXTO

To Learn More Visit: 
Para más información, visite: 
wm.com/recycleright

© 2020 WM Intellectual Property Holdings, LLC. The Recycle Right recycling education program 
was developed based upon national best practices. Please consult your local municipality for 

their acceptable materials and additional details of local programs, which may differ slightly.

RECYCLE RIGHT

Employee Email

Recycle Right  
Poster

LET’S GET BACK TO  
THE BASICS OF RECYCLING. 
Remember these three simple rules  
each time you recycle:

©2020 WM Intellectual Property Holdings, L.L.C.

To learn more, visit  
wm.com/recycleright

To learn more, visit  
wm.com/recycleright

RECYCLE ONLY EMPTY BOTTLES,  
CANS, PAPER AND CARDBOARD.

LET’S MAKE A  
CONSCIOUS EFFORT TO 
RECYCLE RIGHT AT WORK

Food and liquid will damage the reusable recycling bags. 
Please dispose of food and liquid properly. 

Wrappers, foam containers and plastic bags go in the trash.

©2020 WM Intellectual Property Holdings, L.L.C.

To learn more, visit  
wm.com/recycleright

Janitorial TagTo order additional Reusable Recycling Bags, visit:

wmgearstore.wm.com
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To learn more, visit  
wm.com/recycleright

Out with plastic bags and in with Reusable Recycling bags!  
We need your help to keep the reusable bags clean.

• Be sure to empty all liquid from the bottles and cans you recycle.

• Never place any food in the recycling - dispose of food in the trash  
 or compost it where available.

• Keeping the reusable recycling bags clean and dry will ensure  
 they last a long time.

TREAT OUR NEW REUSABLE  
RECYCLING BAGS WITH CARE

Reusable Bag  
Care Poster

https://www.wm.com/content/dam/wm/documents/RecyclingResources/Posters-Guides-Tools/The-Three-Rules-of-Recycling-Graphic.pdf
https://www.wm.com/us/en/recycle-right
https://wmgearstore.wm.com/home-use/1459748/1459748/reusable-commercial-recycling-container-bag-1pc.html
https://www.wm.com/us/en/recycle-right
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Posters-Guides-Tools/Poster-Most-Common-Contaminants.pdf
https://www.wm.com/content/dam/wm/documents/RecyclingResources/Posters-Guides-Tools/Poster-Whats-Recyclable-at-Home.pdf
www.wm.com/content/dam/wm/documents/RecyclingResources/reusable-recycling-bag-tools/Employee-Reusable-Bags-Email.pdf
www.wm.com/content/dam/wm/documents/RecyclingResources/reusable-recycling-bag-tools/Janitorial-Team-Reusable-Bags-Email.pdf
www.Wm.com/content/dam/wm/documents/RecyclingResources/reusable-recycling-bag-tools/Reusable-Bag-Care-Poster.pdf
www.wm.com/content/dam/wm/documents/RecyclingResources/reusable-recycling-bag-tools/Janitorial-Recycling-Tag.pdf

