
Envelopes: with or without windows, labels, colored or coated. 

Manila Folders: with or without plastic tabs 

Data Processing: computer printouts, adding machine tapes, accounting 

ledgers. 

Mail: Letters, pamphlets, brochures, advertisements 

Correspondence: Colored sheets, legal pads, loose leaf pages, receipts, fax 

sheets, scratch and message pads, copier paper, self-adhesive notes. 

Miscellaneous: Posters, carbonless forms, manuals with glued bindings, 

soft and hard cover books with white pages, tissue paper, Newspaper, 

magazines, box cuttings, slip sheets, & misc. books (in limited quantities). 
 

Paper clips, rubber bands, staples, tape, adhesive labels, plastic tabs, plastic and wire  

spirals do not have to be removed. 

As a general rule: If it rips easily by hand (and is not food waste or  

garbage) it can be thrown in the bin and recycled.  

Please keep out food waste, garbage, & commingle 

(plastic, glass or metal - including cans). 


