[Municipal Letterhead]
[Date]
[School & address]

Attn:  [School Superintendent]
Re:  Mandatory Recycling – Notice of Non-Compliance 
Dear [contact]:

My office has received a complaint that the [school] at the above location is not complying with state and local recycling regulations.  According to Connecticut General Statutes Section 22a-241b and the [municipal Code of Ordinances Section xxx] specific items must be kept separate from regular garbage and recycled.  The particular complaint I received was regarding [describe recycling deficiencies including list of items being mixed with garbage and not being recycled, lack of recycling provision, etc].  
This Notice of Non-Compliance (NON) is to serve as formal notice that a recycling program for [list items], as well as for the other required recyclables, if one does not already exist, must be commenced immediately at the above location.  My office requests that you submit documentation detailing your plan to bring the [school] into full compliance with state and local recycling regulations.  Please notify my office by [date] of your progress.  Your actions in response to this NON may affect the [municipal department’s] decision whether or not to escalate any further enforcement action. 

Additional recycling information may be viewed on the CT Department of Energy and Environmental Protection’s recycling website www.ct.gov/dep/recycle and [insert municipal website & any other appropriate websites].

If there are specific questions concerning this Notice of Non-Compliance, please feel free to contact me at [phone number/email].
Sincerely,

[Name]
[Title]
[Town/Office]
cc: 
Frank Gagliardo, CT DEEP, Waste Engineering & Enforcement Division 


[Municipal Staff]
enc.
[Enclose municipal recycling brochure/info]
