Pan-Paper Computer Industry
Internal Memorandum
To: All workers
From: Alexis McMillan- Chief Manager, Pan-paper Computer Industry
Subject: Implementation of Paper Recycling Plan
Date: March 22, 2021

Purpose:  I am writing this memo to recommend adopting a recycling paper policy in all our offices. I am optimistic that this will lead to proper waste disposal hence an attractive working condition for all workers.

Background:  Previously, every office has had five trash cans. One can next to each staff member's desk and one in each bathroom.  Moreover, the increase of human resources in the industry has seen more workers coming in, resulting in improper paper disposal. I, therefore, propose additional mitigation measures to help curb the deadly practice through proper waste disposal where more cans are installed next to existing trash cans and be labeled for paper recycling.

Discussion:  Recently, we adopted the use of more cans that would help in paper recycling. However, after the review, I realized that a more significant percentage of you are still disposing of the papers everywhere, including the offices and the compound as well. I tend to think that many workers consider the separation of paper recycling materials as an added difficulty. Therefore, I would like every staff member to adhere to the following guidelines in the attempt to minimize the paper's improper disposal.
I. Every staff member should place the recycling cans at convenient places to facilitate easy disposal of the used papers.
II. The new recycling cans to be assigned different colors to enable every staff member to distinguish the recycling cans from the existing cans.
III.  Every worker takes it a sole responsibility to pick any paper within the compound and dispose of it in the recycling cans.
IV. All workers to keep an eye and report any member flouting the paper disposal measures.
In so doing, I believe that our office will be an environmentally friendly place that anyone would want to work. We shall also stand a better chance due to the relatively reduced trash bill charged on collecting the recycled materials in the industry.

[bookmark: _GoBack]Action: Without installing the paper recycling cans in all officers and the individual responsibility on waste disposal, we shall remain at a higher risk of reaping several negative consequences for workers' safety and health. Therefore, starting from Monday, March 29, 2021, the company will launch more paper recycling cans to pilot and see the widespread impact of the program on the company and the surrounding environment. Therefore, I expect every member to cooperate and help the company achieve the objectives of the program. Ideally, it is more prudent to instigate precautionary measures of maintaining safe, clean and breathable air than working in polluted air, thus risking acquiring more diseases.
