Universal Recycling Ordinance
Annual Diversion Plan Instructions

Updated September 2018

Para asistencia en espafol, por favor contdctenos a commercialrecycling@austintexas.qov o (512) 974-9727.
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Step 1. Create Your Account and Log In

If you already have an

CITY OF AUSTIN - UNIVERSAL RECYCLING ORDINANCE - .
account, click here to

ANNUAL DIVERSION PLAN

L] L]
log in, click on the
Universal Recycling Ordinance - Annual Diversion Plan. You must create a Re-TRAC Connect account to p rog ra m box’ a n d

@ AUSTIN,
- RECOVERY Austin Resource Recovery, City of Austin uses Re-TRAC Connect to collect data for City of Austin -

begin reporting.

move on to step 3.

CREATE FREE ACCOUNT

Email * * required

PROGRAMS I'VE JOINED
Password *

CITY OF AUSTIN - UNIVERSAL RECYCLING ORDINANCE - ANNUAL DIVERSION
Your password must be at least 8 characters and cannot contain spaces PLAN

. Austin Resource Recovery, City of Austin
First Name * Last Name*

Stay connected!
AUSTIN
Sign me up to receive Re-TRAC Connect’s Monthly Update email. s SOQURCE
_/ RECOVERY

You can cancel your subscription to the monthly newsletter at any time using the Safelinsubscribe link, found at the bottom of every
email.

GET STARTED

By clicking Get Started and using Re-TRAC Connect, | agree to the Terms of Use and Privacy Policy. {Updated June 29,

2015)

Enter your information and click “Get Started”

Check your email for an activation link and click “Activate”



Step 2. Add Your Property

If your property was added in a
previous year, move on to Step 3.

Member Details

Member Type™

Select Type

Select your property type,
Commercial or Multifamily

Commercial Property (Any non-residential commercial property)

Multifamily Property (Apartment, condominium, tewnhome, and assisted living)

Location Details

Search Google Maps for your Address (i Type in the property

Search by organization name or address

) address
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: gtet search for “Universal

Recycling Ordinance” using
the find programs tool.

< 1OIN > | Click “Join” to add your

property to your account




Step 3: Open the Annual Diversion Plan

»» Home Find Programs

MEMBERS SEARCH SURVEYS

CITY OF AUSTIN - UNIVERSAL RECYCLING ORDINANCE - ANNUAL DIVERSION PLAN

MEMBERS

Search:

WORKSPACE

MULTIFAMILY SAMPLE

12 perty Address, Austin, TX 78700, USA Opthl"ICll. Hel'p
Mulfamily Property (Apartment, condominium, townhome, and assisted living)

GUIDANCE SURVEY - NOT SURE WHAT FORMS YOU NEED TO FILL OUT? START HERE

One Time Only

Click on your property to PLANS

open the workspace.

ANNUAL DIVERSION PLAN

e B Click “New” to open the ADP




Page 1. Property Information

Real Property ID can be found on letters

and postcards from ARR or using the links
Real Property ID to your county’s appraisal district.

Real Property ID *

123456 Travis County example 123456, Williamson County example R123456

Make sure to use the Property ID(s) listed on the communication you received from ARR. "Real Property” is defined as land, or other examples found here.

» Travis Central Appraisal District
« Williamson Central Appraisal District

If this is a commercial complex with multiple Real Property 1Ds, click the 'Add' button to list each 1D:

Associated Real Property 1D

654321 Travis County example 123456, Williamson County example R123456

Associated Real Property 1D .
perty xample 123456, Williamson County example R123456

@ADD \

Add additional Property IDs

if necessary




Page 1. Property Information

Choose a name for the property or business you are reporting for: * Type the name of
= le PI
Smple Flazs D — the property

Property Street Address * :
perty 1234 Sample Dr. Example: 1234 Fake 5t, Suite 100

Property Zip Code *
perty Zip 78701 EJL.'-H]‘]‘FFE.‘I.?._ME—E?SQ or 12345

Is this submission for an entire property or part of the property? *

To report for all of the buildings on the

- Entire Tax Pa rCE'l —
property, select “Entire Tax Parcel”

() Part of the Tax Parcel

If you are reporting for part of a property,
select “Part of the Tax Parcel” and enter
building or suite information.




Page 1. Property Information

Additional Property Information

YES

Is your property vacant? *

Are you in the City of Austin's designated Downtown Recycling,
Trash District which provides shared dumpsters in alleys?

Does your property have trash and recycling carts with the City

/

Only select “yes” if you have

logo? (As pictured here) *

trash and recycling carts with
the City of Austin labels.

Answer the questions under
Additional Property

Information. Most properties
will select “No” to all

NO

CITY OF AUSTIN

Qr 47
Q 5

o~
3 .- b

A



Page 1. Materials

URO REQUIREMENTS

1. Materials

Do you offer single-stream recycling (where all your recyclables go in one bin-- paper, cardboard, aluminum cans, plastic bottles #1 and #2, glass bottles and jars) to your employees? *

If single-stream collection is not provided, alternative
materials may be substituted. Please complete the
Additional Materials section on page 2, and the waiver

Confirm your request on page 3 to explain the substitution.

property provides
single-stream

recycling for the 5

required materials.

SAVE DRAFT 4— Click to save your responses for page 1.



Page 2: Collection Services and Additional Materials

How many dwelling units are at this location? * If you are reporting for a multlfamlly property,

enter the number of dwelling units

Complete the tables to report

the collection services onsite.

Trash Collection Services (Hover over column headers for more information)

LRl iln HlTis

CONTAINER TYPE NUMBER OF CONTAINERS * VOLUME UNIT = SERVICE FREQUENCY ~ UNIT = COMPACTOR?

1 Dumpster v 1 8 Cubic Yards v 2.0 Per Week v Mo v 16.00 E3 REMOVE

2 ADD T T \f \f T
How many Container
of this Size

How often the

containers are
picked up

Calculated
Automatically

Container
Type

type?

Add table rows by clicking “Add” as necessary and repeat

process for recycling table and compost table (if applicable).

10



Page 2: Collection Services by Weight

(Antinnal)

Do you receive weight tickets for trash and/or recycling?

@ Yes () No

Additional Trash by Weight (Optional)

MATERIAL UNITS OF MEASURE

Additional Trash by Weight - Select -

Additional Recycling by Weight (Optional)

MATERIAL UNITS OF MEASURE

Other Material by Weight - Select -

If you receive information about your
collection by weight rather than volume,

enter Zeros in the top 2 tables, select “Yes”
and complete the weight tables instead.

AMOUNT FREQUENCY EST. CUBIC YARDS/WEEK EST. TONS/WEEK

- Select - r

AMOUNT FREQUENCY EST. CUBIC YARDS/WEEK EST. TONS/WEEK

- Select - v NIA

11



Page 2: Additional Recycled Materials

3. Additional Materials (Example: compost, metals, electronics, etc.)

Do you recover, recycle, or reuse additional materials? * If you divert additional
@lves O No materials from the landfill, click
“Yes” and enter the quantities,
MATERIAL UNITS OF MEASURE AMOUNT ) )
this will count towards your
patters generc! e ' total recycling capacity
Battery, motor vehicle - Select - v - Select - v
Cardboard, haled Cubic Yards v 6.00 Per Week v
Donated Food Gallens v 5.00 Per Week v
Electronics - Select - v - Select - v
Landscape Debris - Select - v ThiS Section iS REQUIRED if yOU
do not collect all 5 required
Mattress - Select - v

materials through single-stream
collection services.




Page 2: Diversion Calculations

CAPACITY RESULTS

Diversion rates are automatically

Your recycling capacity by volume is:

33,33 calculated for you.

Your diversion by weight is: 33.93

CAPACITY COMPLIANCE

The Capacity Compliance section

You have NOT MET the capacity requirement. Wi" ShOW HM ETH or “NOT MET”

You can meet the capacity requirement by increasing your recycling volume or weight, or by decreasing your trash volume or weight (see requirements above).

If you do not meet either capacity option, you will be required to complete a waiver request on page 3.

DR el Click to save your responses for page 2. 5




Page 3. Additional Diversion

Reduction or Reuse Credit (Optional) T p————
Businesses may qualify for the Reduction or Reuse Credit if waste generation has believe you quahfy

1. Describe the process improvements or source reduction below.
2. Provide the estimated weight or volume savings in the Additional Recycled Materials section on Page 2.

14



Page 3: Convenience

4. Convenience Select “Yes” or “No” to indicate
compliance with convenience
Convenience Requirement: The Universal Recycling Ordinance requires each trash service coy requirement,

Does this location meet the Convenience Requirement? *

A waiver request claiming space constraints will not be ¢q Y&S mentation and explanation. Examples of documentatio
. . Mo, | need to request a waiver
Upload documentation here: e

Choose File | Mo file chosen

Austin Resource Recovery staff will review waiver requests on a case-by-case basis and respond w

If “No” is selected, select reason,
Waiver Request - Which of the following conditions apply to this location: * attaCh required dOcumentation

’
[ Space constraint and explain situation.

[ | Other

Please Explain*

15



Page 3: Sighage & Education

5. Signage

Do you have signage on outdoor containers meeting the following requirements? Note: Your waste service provider may provide signage.

» Landfill containers - labeled as "landfill" in 2 languages “ ” “ ”
. Recy Select “Yes” or “No” to
° 3 indicate compliance with
additional URO requirements.

asing arrows symbol (recycling symbol)
rin 2 languages (example here)

@ In Select Yes or No: *

« Compo

Yes

o Lz

o Indi

6. Education

Are the employees or tenants of this property educated about what and where to recycle withy#®=0 days of hire or move-in and at least once a year?

Are educational materials offered in at least 2 1

Yes v
select the educational methods used: * PrOVide additional details
[+ Email When promptEd.
[ | In-person
[##| Flyer - " .
Click the link for free signs

Education is required. For dual language educational materials, see our website: Zero Waste Education a nd ed ucational materia IS




Page 3: Walvers

Waiver Request

Complete this section when a

A Waiver Request may be granted on a case-by-case basis.

waiver must be requested for

You are required to request a waiver because you responded "no" to providing_sing . .
. . . materials or capacity.
Please state if alternative materials are recycled.

You are required to request a waiver because your property_is not meeting the minimum capacity requirement. Ple

Please explain your waiver request: *

| Waiver requests must include an
adequate explanation of the
situation to be considered.

Upload any supporting documentation you would like to include:

Choose File | Mo file chosen

For assistance with requesting a waiver, contact

Austin Resource Recovery at 512-974-9727 or
CommercialRecycling@AustinTexas.gov

17



Page 3. Certify Information & Submit

Name ™
Your Mame

Title: *
e Your Title

Complete the sighature section and

Mame of Company: * Your Company

check the certify box.

Email: * ) ) Example: name@example.com
youremail@website.com

Phone Number 655 655 5555

Certification *

/

[+ | certify that this information is true and agree to hold responsibility for the validity of the data.

—

SAVEDRAFT ] (  MARK COMPLETE ) ( DELETE )

Click “Mark Complete” when the

ADP is ready to submit.

Nice work!

CI iCk ”M a rk co m plete” to co nfi rm As a reminder, responses marked complete can not be edited. Are you sure you want to continue?
submittal. l MARK COMPLETE . CANCEL

18



Saving a Draft
If you see any of these messages when

saving, you have missed a required field.
Check your responses and ensure all
required fields are complete.

This response has 8 errors

You can save the draft with errors or cancel to correct the errors first.

( SAVEDRAFT |
- Select - v | Required Fleld v

Aresponse has been saved with errors. PAGES: 1 2 3 < Page with errors
Please correct errors to mark complete. I -i:

You can save a plan with errors and \SAVERRAT )

Cannot mark complete

This response has 8 errors that must be corrected before it can be marked complete.

complete it later, but you cannot mark it
complete until all errors are corrected.

GOTIT

19



Add Another Property to Your Account

If you have additional properties to add to your account follow these steps.

e Click “Home”
WORKSPACE

Program: City of Austin - Universal Recycling Ordinance - Annual Diversion Plan

SAMPLE COMMERCIAL PROPERTY

PROGRAMS I'VE JOINED

CITY OF AUSTIN - UNIVERSAL RECYCLING
_ ORDINANCE - ANNUAL DIVERSION FLAN
Optional Help Austin Resource Recovery, City of Austin

AUSTIN
RECOVERY

WORKSPACE

GLUINDANCF SLIRVFY - NOT SLIRF WHAT FORMS YOLINFFD TO FIl T OLIT? START HFRF

Click on the Annual

Diversion Plan Program

20



Add Another Property to Your Account

MEMBERS

3 MEMBERS ..i.. ADD MEMEER — Click ”Add Member”

Search:

MULTIFAMILY SAMPLE
123 Property Address, Austin, TX 78700, USA

Join City of Austin - Universal Recycling
SAMPLE MULTIFAMILY Prol ©Ordinance - Annual Diversion Plan

Join this program by creating a new organization. Some programs require the program manager’s

approval before your organization can become a member of the program.

MNew organization

Click “Create New” in the
pop up message box and

CREATE NEW

follow the steps to add the
additional property

21



