
Management Instruction
Recycling Undeliverable Standard 
Mail, Discarded Lobby Mail, and 
Other Recyclable Materials
This management instruction (MI) establishes policies and procedures
for recycling (1) undeliverable standard mail (USM), discarded lobby
mail (DLM), and wasted First-Class Mail® generated at Postal
Automated Redirection Systems (PARS) sites; and (2) associated
paper, cardboard, glass, metals, and plastic waste resulting from
Postal Service operations.

Strengthening SOAR®

Purpose
The Postal Service is strengthening its national recycling program —
Saving of America’s Resources (SOAR) — to take advantage of new
business opportunities in the growing market for recyclable materials
and to further reduce the environmental impact of its operations.

Benefits

Reducing the Cost of Solid Waste Disposal
Postal Service studies show that the net cost benefit from a recycling
program can be significant. Since the market for recyclable
commodities is highly volatile, district and plant managers should not
focus on revenue generation opportunities. In the long run, the most
important benefit of recycling may be reducing the cost of solid waste
disposal.

By focusing recycling efforts on USM and DLM, the Postal Service can
effectively reduce waste disposal costs while implementing efficient
and environmentally sound waste disposal practices.

Enhancing Public Perception of the Postal Service
Through increased recycling of USM, DLM, and wasted First-Class
Mail, the Postal Service will:

Promote the mail as an environmentally friendly advertising
medium.

Demonstrate that the Postal Service is making a serious effort to
reduce the amount of discarded mail that enters municipal solid
waste systems.

Date October 1, 2009

Effective Immediately

Number MI EL-890-2009-9

Obsoletes N/A

Unit Safety and Environmental 
Performance Management

Deborah Giannoni-Jackson
Vice President,
Employee Resource Management
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Policy

The Postal Service is committed to providing customers, employees,
and suppliers with a safe and healthy environment; implementing
sound environmental business practices; and being part of the national
effort to conserve natural resources. To implement this policy, the
Postal Service will:

1. Seek practical and cost-effective ways to foster recycling of 
USM, DLM, wasted First-Class Mail, paper, cardboard, metals, 
plastics, and other waste streams.

2. Implement and continuously improve upon recycling activities to
foster a “zero waste” ethic within the Postal Service.

3. Manage and practice recycling in a manner consistent with
Postal Service public trust obligations.

4. Comply with federal, state, and local environmental laws and
regulations related to the recycling of materials covered in this
MI.

Applicability

This MI applies to the following:

All Postal Service facilities, offices, organizations, and locations
that generate USM, DLM, and other recoverable materials.

The products and materials listed on page 3.

Compliance with Federal, State, and 
Local Initiatives

Executive Orders
The Postal Service complies with the spirit and intent of Presidential
executive orders that instruct federal agencies to integrate waste
reduction and recycling programs into their environmental
management initiatives. (See http://www.epa.gov/fedrgstr/eo/
index.html.)

State and Local Requirements
The Postal Service complies with state recycling legislation and with
state and local laws that require businesses to recycle specific wastes
or that ban disposal of such wastes in landfills. When state and federal
requirements differ, Postal Service facilities must comply with the more
stringent requirements.
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ACRONYMS

ACS address change service

AIC account identifier code

DLM discarded lobby mail

MOP mixed office paper

OCC old corrugated cardboard

PARS Postal Automated Redirection
Systems

SOAR Saving of America’s Resources

UAA undeliverable as addressed mail

USM undeliverable standard mail

DEFINITIONS

Awareness — employee knowledge of 
recycling and its benefits; promoted through 
activities including training and recycling fairs; 
and posters, flyers, and e-mail. (See handbook 
EL-890 for more detailed information about 
promoting awareness.)

Centralization — collection of recyclable 
materials at one or more locations within a 
performance cluster to support cost savings 
and more efficient tracking and monitoring. 

Zero Waste — the elimination of solid waste 
disposal through waste prevention, reuse, and 
recycling.
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Objectives

Postal Service objectives for recycling materials covered in this MI are
the following:

Implement recycling programs that are consistent with federal,
state, and local requirements.

Generate revenue by sorting, collecting, and selling materials
targeted by this MI.

Reduce waste disposal costs through a commitment to the zero
waste goal.

Leverage opportunities for cost avoidance through increased
recycling and reduced trash-hauling fees.

Foster participation and commitment of managers and
employees.

Roll out standard recycling containers in Post Office® lobbies to
ensure that customers recognize the value of recycling mail.

Implementing Recycling of USM, DLM, 
and Other Recyclable Materials

Products and Materials Covered
This MI covers the following products and materials:

USM or undeliverable as addressed (UAA) mail, defined as mail
that cannot be delivered to the person or business at the address
specified.

USM generated at PARS sites that has been endorsed:

– “Change Service Requested” and yellow label “PS Form 
3547D” in the top right-hand corner.

– No ancillary service endorsement displayed.

– An Intelligent Mail™ barcode with “Electronic Service 
Requested” and yellow label “ACS” in top right-hand corner.

First-Class Mail generated at PARS sites that displays any of the
following:

– A “Change Service Requested” and a participant ID code.

– An Intelligent Mail barcode with or without “Electronic Service 
Requested” and yellow label “ACS” in the top right-hand 
corner.

– “Electronic Service Requested” with an Intelligent Mail 
barcode or a participant ID Code and yellow “ACS” label in 
the top right-hand corner.

DLM, defined as mail discarded by customers in Post Office
lobbies following effective delivery by the Postal Service.

Paper or mixed office paper (MOP), which includes discarded
newsprint and common office papers.
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Cardboard, which includes materials discarded during Postal
Service operations.1

Plastics from Postal Service operations, as defined by local
recycling programs and markets.

Metals, both ferrous and nonferrous.

Note:  This MI does not affect hazardous and regulated waste as set 
forth in MI EL-890-2007-5, Integrated Waste Management, or guidance 
contained in Postal Service Environmental InfoPaks and Fact Sheets.

Implementation Steps
Recycling activities are designed to be compatible with postal
functions and should not intrude on the business of processing and
delivering the mail. The table below provides a brief description of the
recycling implementation steps. For complete information, see the
Implementation Guide for Managers on the Safety and Environmental
Resources Web page under Environmental Programs.

1.  Mail transport equipment (MTE) must be returned to the MTE Service Centers.

# Step Purpose

1. Build a recycling team To establish goals, develop a plan, 
measure and monitor results, and 
determine the market for recyclable 
materials.

2. Develop goals To achieve the objectives set out in this 
MI.
Note: Review existing recycling 
contracts to identify potential 
opportunities for renegotiation (see 
Contracting, on page 5).

3. Identify recycling 
locations

To identify facilities to which potential 
recyclables will be transported using 
existing equipment and transportation 
networks. This hub and spoke method, 
commonly called backhauling, is the 
most effective tool the Postal Service 
can use to maximize recycling revenues 
and decrease solid waste costs.

4. Identify existing solid 
waste and recycling 
infrastructure

To determine equipment, size, type, 
quantity, etc., available at participating 
facilities. 

5. Train employees To educate employees who have 
recycling responsibilities and to 
promote recycling awareness for all 
employees (see Training, on page 6). 

6. Collect and sort 
materials

To ensure compliance with federal, 
state, and local requirements; this may 
include mandatory source separations, 
disposal bans, and variable disposal 
rates.

7. Track and evaluate 
progress

To determine whether goals are being 
met and to ensure that all eligible 
materials are being recycled.
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Contracting

General Requirements
When contracting for recycling or waste management services, facility
managers or their designees must know, understand, and periodically
review their contracting options and Postal Service best practices.
They must be aware of the terms and conditions of each contract,
including the answers to the following questions:

Is there a recycling contract that can be modified to include the
identified recyclable materials?

Which Postal Service organization or office administers and
manages the contract?

How long has the contract been in place?

When does the current contract expire?

What are the unit costs for waste disposal and recycling?

What unit revenue is generated from recyclable materials?

What are the unit costs for the transportation of recyclables?

Privacy Requirements
Contract terms and conditions for waste disposal and recycling must
ensure that any personally identifiable information, such as address
information contained on the material to be recycled, is destroyed or
otherwise protected. See Postal Service Supplying Principles and
Practices, Privacy Considerations, at http://www.usps.com/cpim/ftp/
manuals/spp/spp.pdf.

Contacts
Contact district purchasing personnel or your environmental specialist
for information about regional contracts that may have been
established for reuse and recycling of solid waste.

Contact the Eastern Services Category Management Center (ESCMC)
in Memphis, TN, for questions and guidance on the contracting
process. The ESCMC manages all Postal Service waste contracts
governed by the Service Contract Act. 

8. Report To account for revenue received from 
recycling activities, using AIC 149 for 
proceeds from the sale of plastic, paper 
and paperboard, including USM and 
OCC; using AIC 156 for proceeds from 
scrap metal; and recording associated 
cost to AIC 696, Waste Disposal Costs.

# Step Purpose
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Training

Purpose
The purpose of training is to ensure that employees know what their
recycling responsibilities are and how to perform them. This includes
training in properly managing recyclables and properly managing
recycling contracts.

Target Audience
The target audience for employee training includes:

Designated district recycling coordinators.

Managers, distribution operations.

Mail processing supervisors, clerks, and mail handlers.

Mail processing clerks at PARS sites.

Maintenance managers and staff.

Vehicle Maintenance Facility managers and staff.

Postmasters and branch and station managers.

Finance managers and staff.

Supply Management staff.

Plant managers.

Custodians.

Contracting Officers’ Representatives

Other employees engaged in these program activities.

Note:  All employees should receive awareness training on recycling 
within their respective workplaces.

Resources
The following presentations and service talks are available on the
SEPM website at http://blue.usps.gov. In the left-hand column, click
Safety and Environmental Resources; click Environmental Programs; in
the right-hand column, click Recycling.

Executive Briefing on Recycling — a 15-minute PowerPoint
training course that provides an overview and summary of the
recent National Business Case, Implementation Plan, and
examples of recycling efforts in New York City and other
locations. The target audience for this training is senior
managers. 

National Recycling Program Rollout — a 15-minute PowerPoint
training course that focuses on general recycling awareness and
role-specific activities. The target audience for this course is all
Postal Service functional organizations. 

Custodial Service Talks — a series of talks that provide basic
information to custodians on how to manage recycling at the
facility level. These talks are available in the guidance document,
Recycling Implementation Kit for Post Office Box Lobbies, on the
SEPM website.
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The following courses are available at the Postal Service National
Center for Employee Development (NCED) at http://nced.usps.gov/:
Employees may register for these courses via the Automated
Enrollment System (AES) at https://aes.usps.gov.

Let’s Talk Trash — a 4-hour course on Pollution Prevention (P2)
that covers the scope, purpose, concept, and policies of the
Resource Conservation Recovery Act (RCRA) requirements for
source reduction, recycling, and waste reduction through the
development and implementation of a local pollution prevention,
recycling, and waste reduction program. This course is available
through AES and on the SEPM website under Recycling
Programs.

Recycling Review — a 2-hour online course for facilities with a
fledgling recycling program to review mixed paper, cardboard,
discarded lobby mail, and plastics recycling. It includes reviewing
waste streams and collection, storage, and transfer of recyclable
materials and provides a review of record-keeping requirements
and AIC codes. 

Recycling Awareness Training — a 1-hour online course that
provides an overview of mixed paper, cardboard, discarded
lobby mail, and plastics recycling. It reviews the benefits of
recycling; waste streams; collection, storage, and transfer; and
record keeping requirements for an office with an existing
recycling program. 

The New Recycling Program — a 4-hour online course that
provides an overview of a solid waste stream recycling operation.
It discusses applicable federal, state, local, and Postal Service
requirements; explains basic terminology of a Postal Service's
mixed paper, cardboard, and plastic recycling operation; and
explains the requirements for the procurement of environmentally
preferable products. It also provides the participants with the
knowledge, skills, and ability to analyze waste streams and
initiate a recycling program. 

Contracting Officer’s Representative Web-Based Training,
Course Number 34Q01-08.

References

Postal Service Directives
These Postal Service directives are available on PolicyNet at http://
blue.usps.gov/cpim/.

Handbook AS-550-A & B, Paper and Paperboard Recycling Plan
and Guide.

MI EL-890-2007-5, Integrated Waste Management.

Postal Service Supplying Principles and Practices, Privacy
Considerations, is available at http://www.usps.com/cpim/ftp/manuals/
spp/spp.pdf.

Environmental Documents
Implementation Guide for Managers, District Recycling Programs.
Management Instruction EL-890-2009-9 7

http://nced.usps.gov/
https://aes.usps.gov
http://blue.usps.gov/cpim/
http://blue.usps.gov/cpim/
http://www.usps.com/cpim/ftp/manuals/spp/spp.pdf
http://www.usps.com/cpim/ftp/manuals/spp/spp.pdf


Environmental InfoPak on Recycling and the following Recycling
Fact Sheets:

– Current Business Case for Recycling Paper and Plastics.

– Centralizing Paper and Plastic Recycling Operations.

– Contracts for Paper and Recycling.

– Employee Training and Awareness for Recycling Programs.

– Estimating the Volumes and Revenues from Recycling Paper 
and Plastics.

– Implementing a Discarded Lobby Mail (DLM) Recycling 
Program.

– Procedures for Handling and Recycling Undeliverable 
Standard Mail (USM) and DLM.

– Recycling Implementation Strategy.

– Sorting and Collecting Paper and Plastics.

– Tracking Revenue from Recycling Paper and Plastics.

Standard Operating Procedures included in the implementation
guide and training programs.

SOAR promotional materials. 

Discarded Lobby Mail Service Talks are included in the Recycling
Implementation Kit for Post Office Box Lobbies Guidance
document on the SEPM website.

To access these documents and additional information about
recycling:

1. Go to http://blue.usps.gov/.

2. In the left-hand column, click Safety and Environmental
Resources.

3. Click Environmental Programs.

Roles and Responsibilities

Headquarters

This person or 
organization… Is responsible for…

Vice President, 
Employee Resource 
Management (ERM), 
Human Resources 
(HR)

Serving as the Chief Environmental Officer for 
the Postal Service.
Communicating environmental policies, 
including those pertaining to recycling and 
allocating resources.

Director, Safety and 
Environmental 
Performance 
Management (SEPM), 
ERM, HR

Establishing strategic direction and overseeing 
the Postal Service’s environmental management 
program, including the national recycling 
program.
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Area Offices

Manager, 
Environmental Policy 
and Programs (EPP), 
SEPM, ERM, HR

Developing, supporting, and overseeing the 
Postal Service’s environmental management 
program, including the national recycling 
program. 
Developing policies and procedures that support 
implementation of the national recycling 
program. 
Interacting with other functional organizations to 
ensure program and activity support. 
Submitting an annual funding request to support 
the national recycling program.
Assisting area managers to:
– Develop area policies and procedures that 

align with the national recycling program.
– Develop and implement area environmental 

goals, initiatives, and reports that align with 
national recycling program goals.

Eastern Services 
Category 
Management 
Centers/Purchasing 
Specialists

Working with area and district management to 
develop optimal recycling and trash disposal 
contracts that offer best value to the Postal 
Service.
Designating and assisting COTRs on all aspects 
of their duties, which include depositing revenue 
checks in the proper AIC accounts.
Ensuring that contracts for recycling USM and 
PARS mail require certificates of destruction 
from vendors.
Ensuring that contracts contain adequate 
reporting requirements to ensure contractors 
report volumes, costs, and revenues regularly.

This person or 
organization… Is responsible for…

Vice Presidents, Area 
Operations

Developing and implementing area programs 
that support the national recycling program.

Managers, 
Maintenance 
Operations Support

Developing area policies and procedures that 
support the national recycling program.
Coordinating with Environmental Policy and 
Programs to implement area-wide programs that 
support the national recycling program and track 
progress toward program objectives.

Managers, 
Maintenance

Coordinating with Environmental Policy and 
Programs and area managers, Maintenance 
Operations Support, on implementing area-wide 
programs that directly support the national 
recycling program.
Helping to prepare area annual recycling reports 
that address recycling initiatives and 
accomplishments.

This person or 
organization… Is responsible for…
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Performance Clusters

This person or 
organization… Is responsible for…

District Manager (or 
designee)

Designating a district recycling coordinator to 
manage and coordinate compliance with the 
requirements in this MI.
Ensuring that the terms and conditions of district 
contracts comply with the requirements of this 
MI.
Working with district offices and plant managers 
to implement and enhance recycling activities 
using the procedures set forth in this MI.
Providing the support and resources necessary 
for facilities under their jurisdiction to implement 
recycling initiatives in a cost-effective manner.
Establishing a recycling program that supports 
the national and area recycling policies and 
procedures.
Monitoring and measuring the success of the 
program and taking action when opportunities 
arise for improvement.

Plant Managers Designating a plant recycling coordinator.
Knowing, understanding, and periodically 
reviewing their waste contracting options and 
Postal Service best practices and being aware of 
the terms and conditions of these contracts in 
accordance with the requirements set out in this 
MI.
Providing the support and resources to 
implement recycling initiatives in a cost-effective 
manner.
Establishing a recycling program that supports 
the Postal Service national and area recycling 
policies and procedures.
Monitoring and measuring the success of the 
program and taking action when opportunities 
arise for improvement.

District Recycling 
Coordinator

Under the direction of the district manager, 
providing technical assistance to senior Postal 
Service officials with the development and 
implementation of recycling programs.
Preparing an annual report for the district 
manager and Environmental Policy and 
Programs on revenues, costs, and volumes of 
recycling. 
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Installation Heads 
and facility managers 
at postal facilities 
generating USM, 
DLM, and other 
recoverable 
materials, including 
processing and 
distribution centers

Ensuring that items that must be sent to the MTE 
Service Centers are not placed in with local 
recyclables.
Monitoring the cost of waste disposal, volume 
recycled, and revenue from recycling (even if 
invoices are paid from a central location).
Obtaining certificates of recycling from suppliers 
for all materials recycled.
Ensuring that revenues are charged against the 
correct AIC and that the vendor provides a 
volume, cost, and revenue report for the services 
rendered.
Conducting periodic evaluations of recycling 
practices and disposal practices and forwarding 
this information to the district finance, the 
designated district recycling coordinator, and 
contracting officers for appropriate evaluation. 
Note: For the recommended Annual Waste 
Management Tracking Forms, see Handbook 
AS-552, Pollution Prevention Guide, Appendix F, 
available at http://blue.gov/cpim/as552.htm
Ensuring proper shipment of undeliverable mail 
and other recoverable materials to points where 
centralized consolidation efforts are employed. 
Determining the appropriate course of action for 
recycling USM, DLM, and other recoverable 
materials.
Note: Facilities that establish recycling programs 
for DLM and other lobby-generated paper waste 
must label the recycling containers in 
accordance with Postal Service environmental 
and retail policies. 
Working with the designated district recycling 
coordinator on business strategies that propose 
the consolidation of USM, DLM and other 
recoverable materials at the processing 
distribution center or facility.
Ensuring that a Contracting Officer’s 
Representative is assigned to manage contracts 
for waste disposal and recycling to maximize 
cost avoidance and ensuring vendor compliance 
with the terms of the contract.

Contracting Officer’s 
Representative (COR)

Assisting the Contracting Officer in monitoring 
contract compliance. Reporting any issues 
within their authority which cannot be resolved 
with the supplier to the Contracting Officer.
Receiving, validating, and certifying invoices for 
payment.
Receiving, validating, and depositing recycling 
revenue checks in appropriate AIC (AIC 149 or 
AIC 156).
Notifying the Contracting Officer of any change 
in duty assignment which would require the 
assignment of a new COR.

This person or 
organization… Is responsible for…
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Delivery Units and Computer Forwarding Service 
Centers

This person or 
organization… Is responsible for…

Carriers Verifying that mail is undeliverable. 

Mail Processing 
Clerks

Verifying that standard mail and First-Class Mail 
have been determined to be waste mail at PARS 
sites.

Computer 
Forwarding Service 
Unit Employees

Verifying that USM received at the unit is 
undeliverable. 

Supervisors Verifying pieces designated as USM and labeling 
them as undeliverable mail.

Custodians Collecting mail discarded in Post Office lobbies 
for recycling and ensuring that it is handled in 
accordance with the district recycling program.
Reducing the number of trash containers in Post 
Office Box section of the lobby after recycling is 
initiated.

All Employees Participating in and observing the best 
management practices for recycling programs 
as directed by facility management.
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