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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 11350.7A

Subj:  RECYCLING OF OFFICE PAPER AND ALUMINUM CANS

1. PURPOSE. To promulgate instructions for procedures to recycle office paper and aluminum cans for all units on Integrated Support Command (ISC) Portsmouth VA.

2.
ACTION. 

a.
All ISC divisions and tenant commands will establish procedures to collect aluminum cans and office paper for recycling, ensure the quality of the paper collected, and make regular deliveries to the central point in accordance with this instruction. 

b.
The Comptroller Division will:


(1)
Provide space in the warehouse for the central collection site.

(2)
Serve as program coordinator by inspecting paper delivered to the central collection point, maintaining cost records, and resolving problems.



(3)
Deliver paper to recycle plant.



(4)
Collect proceeds from sale and deposit in the geographic MWR account.

3.
DIRECTIVES AFFECTED.  Support Center Portsmouth Instruction 11350.7 is canceled.

4.
DISCUSSION.  The Integrated Support Command (ISC) and its tenant commands have agreed to recycle trash normally sent to landfills.  The ISC will coordinate on-base recycling efforts to take advantage of economies of scale in the collection and disposition of recyclable materials.  One of the steps in this program is to collect and recycle office paper and aluminum cans.
5.
PROCEDURES FOR OFFICE PAPER

a.
Collection procedures:
(1)
All units and divisions are required to collect the two types of recyclable office paper (computer and white ledger) in separate containers.  This separation is important since the monetary return for computer paper is much more.

(2)
Units and divisions will develop internal procedures to collect computer and white ledger paper.  Inexpensive cardboard desk top collection bins are available from GSA, stock number 8115-LO-999-0001.  Larger cardboard collection bins are also available from GSA, stock number 8115-LO-999-0002.
(3)
Each unit and division will deliver its collected office paper to the central collection point in the shipping and receiving warehouse at least weekly.  All containers should be dumped into the appropriate central container.  Vessels returning to homeport should notify the ISC warehouse if a large amount of paper will be off-loaded.

(4)
Personnel delivering paper to the central recycling point will have warehouse personnel inspect it prior to dumping it into the central container..


b.
Paper specifications:

(1)
White Ledger Paper - This means white paper (copier paper quality) with no gloss, glue, paper clips, post-its, etc.  It may be printed in multiple colors; i.e. a 1040 tax form is considered white ledger because it is the same stock as copy paper and when torn, it is white in the middle.  Shredded paper is acceptable, but any amount of colored or other unauthorized paper contaminates the entire batch. 

IF IN DOUBT - LEAVE IT OUT

(2)
Computer paper - This is white or green and white paper that has or originally had tractor holes attached.  No carbon, glue or metal fasteners can be included 

6.
PROCEDURES FOR ALUMINUM CANS

a.
Material specifications:  Aluminum cans must be 100% aluminum (no part of the can will stick to a magnet).  They should be empty, clean, and free of moisture. 
b.
Collection procedures:
(1)
All units and divisions are required to collect aluminum cans for recycling and develop the internal procedures to support the recycling effort.

(2)
Tenant commands that do not want to have a unit recycling program for aluminum cans will deliver their aluminum cans to the appropriate recycling container located in the ISC main warehouse.


//S//


R. D. GIBSON

Dist:  Lists I, II and III
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