
 

Starting a new waste reduction/recycling program at your business is easy and 
doesn’t require a lot of effort.  Here are some steps to starting a recycling program 
and making it successful. 

• Get support from the top down and inform everyone that your business is going 
to start recycling.  Ask the janitorial or cleaning staff for suggestions. 

• Appoint an individual or committee to look at the current waste being generated 
by the business and to make recycling recommendations. 

• Conduct a waste assessment to help determine what you have that is recyclable, 
where it is and how much your business can save by recycling. 

• After determining what you have to recycle, contact companies that will either 
pick-up or accept the various materials.  You can find a list online at 
www.nashville.gov/recycle. Just follow the “business” link. 

• Create signs, write articles for the employee newsletter, send out e-mail notices; 
whatever it takes to let folks know what can be recycled, where it needs to go 
and why you are recycling.   

• Integrate recycling into your normal trash collection.  Make recycling a routine 
part of your normal waste management.  Set up recycling bins next to your 
trash cans.  It's even a good idea to give individual employees their own boxes 
to collect paper that can be recycled from their desks.  You will quickly learn 
that people do things out of convenience.  If the recycling bin is right next to the 
trash can, people will realize that recycling isn’t as cumbersome as they might 
have thought. 

• Adopt a waste reduction plan and make it part of your corporate culture.  
Include it in your company handbook, post signs around the office and educate 
your staff about your commitment to recycling. 

• Track your success and share the results.  And don’t forget to let your 
customers know about your commitment to recycling. 

• Take it one step further and look for ways to reduce waste.  Re-examine your 
purchasing contracts.  Review your list of vendors and the supplies you buy.  
Chances are you can order items that are made from recyclable materials or 
that are more environmentally friendly.  Once you get into the habit of recycling 
at work, purchasing brings the whole process full circle…if you are trying to 
reduce the waste coming out of your office, you'll also want 
to reduce the amount of waste coming into your office. 

• Consider touring Nashville’s Recycling Education Station 
where our recyclables are taken to be processed for end 
markets.  Education programs can be arranged by calling 
880-2419. 
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