GENERAL INSTRUCTIONS

Reports Required by Resource Conservation Ordinance

Deadlines for Department Waste Assessments (DWA) and Resource Conservation Plans (RCP) are noted below:

1) Heterogeneous waste stream DWA:

June 12, 2001 

2) Homogeneous waste stream DWA:

December 12, 2001 

3) Heterogeneous waste stream RCP:


December 12, 2001 

4) Homogeneous waste stream RCP:


June 12, 2002

5) Annual solid waste diversion information:

March 1, 2001

Each facility within a department must determine whether its waste stream is homogeneous or heterogeneous. A homogeneous waste stream is identified as having at least 80% of one type of similar material (i.e. office waste paper).  A heterogeneous waste stream is identified as one which fails to have one material account for 80% of its mass (i.e. jails, hospitals).  

Each facility (separate address) within every department should fill out a waste assessment form and a resource conservation plan.  If facility staff coordinate activities that happen off site (i.e. parade, conferences and workshops, annual fair, etc), then those activities should be targeted for diversion programs as well.

There are two different forms for preparing waste assessments and resource conservation plans for heterogeneous and homogeneous waste streams.  They differ primarily in terms of references to the potential waste streams and waste sources (offices, copy center, kitchen, vehicle maintenance shop) that should be considered for diversion programs.  

Each department will be responsible for ensuring that every facility location assigns someone to prepare both a waste assessment and a resource conservation plan and assigns a permanent “Recycling Coordinator” for their facility.  Each department will also assign a recycling coordinator to oversee diversion responsibilities throughout the department. Each department will collect and summarize the individual facility waste assessments and resource conservation plans, using the Department Summary forms included in this package.  

The Department Summary Reports (Waste Assessment and Resource Conservation Plan), together with copies of all individual facility reports, are due to the San Francisco Recycling Program by the dates noted at the top of this page. Facility reports should have internal deadlines well in advance of that date so that department representatives will have an opportunity to review, comment, recommend changes, and summarize for the Department Summary Report.

Guidelines, tables, formulas, and specific examples have been provided in each report document.  

Steps for Completing the Departmental Waste Assessment (“DWA”):

1) Each facility completes a DWA for either a homogeneous or heterogeneous waste stream. Remember to input the facility address located in the document footer.

Table A - Note the types of materials found at each waste source and note the top three material types.

Table B - Complete by listing all current recycling programs and noting the annual total of recycled materials.  Ask your service provider for weight information or ask the SFRP staff for help in estimating weights. 

Table C - Three different methods for estimating your waste disposal tonnage for the

year are provided for each facility’s use.  Remember to note how full each refuse 

container is before computing weight. 

Table D - Complete by checking off which materials can be found in the building- 

wide trash (disposed waste only) stream and then estimating the percentage of that 

material type building-wide. Multiply the percentage of each material by the total

building disposal calculation to get the weight of each material. 

2) Each facility forwards their information to an appointed department representative, who determines whether the department-wide waste stream is homogeneous (i.e. 80% office paper) or heterogeneous,  summarizes the information in the Department Waste Assessment Summary Report, and attaches the facility reports before forwarding to the SFRP for review by the RCO deadline. 

Steps for Completing the Resource Conservation Plan (“RCP”) 

1) After completion of the DWA forms, each facility within every department should fill out a Resource Conservation Plan (RCP). The RCP form contains step by step instructions for developing an overall plan for diverting additional materials from disposal for their homogeneous or heterogeneous waste stream. 

2) Using information from Table A of the DWA, first identify the work source areas and materials you would like to target for diversion program activities at each facility.  

3) Attachment A to the Resource Conservation Plan has been provided to assist each facility in selecting specific programs.  Please refer to this list of sample program activity ideas for help in your selection of programs.   

4) Answer the questions in Sections B through Section H on diversion goals, facilitating material collection, operational issues, purchasing practices, public education and monitoring strategies, product substitution, and budget goals for each facility’s RCP.

5) Each facility will forward their information to an appointed department representative, who summarizes the information in a Department Resource Conservation Plan Summary Report and attaches the facility plans before forwarding to the SFRP by the RCO deadline date. 

Steps for completing information for the Annual Report

The first Annual Report (for the year 2000) is due before the deadline for submission of the DWA and RCP.  Therefore the survey form to be completed by departments will be similar to the reports filled out for 1999.  This survey form is also attached to your packet.  In the year 2002, departments will be asked to complete information that details progress made toward implementation of their Resource Conservation Plan.

For assistance in the DWA or RCP, please call the San Francisco Recycling Program at (415) 554-3400.  PLEASE DON’T WAIT UNTIL THE LAST MINUTE!
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