






(insert date)
Any Company
Any Street
Any Town, New Jersey  _______
Re:
200_ Annual Recycling Tonnage Report – For Recyclables Generated in (insert your town name) and Recycled by (insert company name) 
Dear Sir or Madam:

(Insert your town name) is in the process of collecting information for the 200__ Annual Tonnage Recycling Report.  In accordance with the New Jersey Mandatory Source Separation and Recycling Act (P.L. 1987, C.102 Section 6.d) and municipal ordinance, we are required to obtain documentation regarding the total tonnage of materials generated in (insert your town name) that were recycled during the prior calendar year.  (Insert town name) is required to report this information to the New Jersey Department of Environmental Protection.  To assist us in reporting this required information to the State of New Jersey, State law and local ordinance (insert #) requires that your business complete and return the enclosed report form.  Alternately, you can submit the required report information on your letterhead.  The required information includes the types of material recycled, the quantity of each type of material recycled, and the end market to which each type of recyclable was shipped.  This information is only required for materials recycled independent of our municipality’s recycling program.  
At your earliest convenience, but no later than the last day of February, please forward the annual recycling tonnage report for your business for the prior calendar year.

Please do not hesitate to call if you have any questions.  Thank you, in advance, for your anticipated cooperation.







Very truly yours,

(insert your town name) 
(insert your name)

Recycling Coordinator

                                                   

(insert your contact information)
Enclosures
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