
Date: [Insert Date] 

To: [Insert Name/Unit Number] 

Subject: WARNING LETTER: Improper Recycling Practices 

Dear [Insert Name], 

This letter serves as a formal warning regarding your recent disposal of waste. It has been 

observed that on [Insert Date], items were placed in the recycling bins that do not meet our 

recycling guidelines. 

Specifically, the following issues were noted: 

• [Insert specific issue, e.g., Food waste in recycling bin] 

• [Insert specific issue, e.g., Non-recyclable plastics] 

• [Insert specific issue, e.g., Unwashed containers] 

Proper recycling is essential for environmental sustainability and to avoid contamination that 

results in the entire bin being sent to a landfill. It also helps our organization avoid additional 

disposal fees. 

Please review the attached recycling guidelines to ensure future compliance. Failure to follow 

these procedures may result in further action, including [Insert potential consequence, e.g., fines 

or loss of privileges]. 

Thank you for your immediate cooperation in this matter. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Organization Name] 


