Copyright of FoundLetters.com

Memorandum to Staff Regarding Recycling Containers - 
Office Notice – 

To:

ALL STAFF

From:

[Your name/Department name]

Date:

[….]

Subject:
Recycle Containers

We have placed two containers in our office – a blue one is placed in the kitchen area for throwing in empty cans & bottles. The other green box is located at the supply room for recycling pulp and paper products - notes & memos etc.

You all are requested to please use these containers for reducing the waste in the office.

Thank you for your co-operation in anticipation.
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