Sample Memo to Employees – Program Announcement

Date: [Today’s Date]
To: All Employees

From: [Company Official]
RE: New Recycling Program
Did you know that up to 70% of the trash from an office like ours is paper that can be recycled? 
Since businesses produce nearly two-thirds of the city’s waste, it is critical that we do our share to help meet San Jose’s recycling goal of 75% by 2012.  Recycling not only offers a money-saving alternative to waste disposal but also conserves energy and natural resources, and reduces our company’s carbon footprint. 
With this in mind, we are implementing a new recycling program in our offices. I encourage you to actively participate in our company’s recycling effort. The enclosed flyer describes what can be recycled in our paper recycling program. The janitorial staff will collect the office paper from centralized containers located throughout the office.  In addition, you can call [Name of Contact] at [Phone number] to obtain desk-side containers you need one. These containers make it very easy for employees to recycle paper at their desks.

With everyone’s participation, I am confident that we can do our part to help the city’s recycling efforts. If you have any questions, please call me at [Phone number].

Thank you for helping [Name of Company] demonstrate its commitment to the environment and its role as a leader in adopting sustainable business practices!

