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Summary:  This regulation establishes procedures and assigns responsibilities to develop and execute a cost-effective Qualified Recycling Program (QRP) at the U.S. Military Academy (USMA).



Applicability:  All assigned and tenant activities at the U.S. Military Academy.
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�Introduction



Section I

GENERAL



1-1.  Purpose.  To establish procedures and assign responsibilities, to comply with DOD Instruction 4715.4, “Pollution Prevention” to develop and execute a cost-effective Qualified Recycling Program at USMA.    



1-2.  Objective:  To have a Qualified Recycling Program that shall serve all tenant organizations occupying space on the installation, including leased space.  By the end of FY 2005, ensure the Installation diversion rate for non-hazardous solid waste is greater than 40%.  This objective will be accomplished at USMA by creating a supplemental mission activity within the Installation Morale, Welfare and Recreation Fund (IMWRF), managed by DHPW.



1-3.  Applicability.  All assigned and tenant units at the United States Military Academy. 



1-4.  Background. Recycling is a federally mandated program and costs associated with recycling outside the QRP are a function of the DHPW Integrated Solid Waste Management.  Recycling for profit is a function of the QRP and as such, is a stand alone business that does not share in the cost of recycling outside the QRP.   Most DOD waste results from disposal of surplus items that were originally purchased with appropriated funds.  By law, the proceeds resulting from the sale of surplus materials purchased with appropriated funds must be returned to the U.S. Treasury, unless a Qualified Recycling Program is established.  Under a QRP the installation keeps the proceeds from the sale of recyclable materials to use for covering the cost of operating the program, with any balance remaining available for environmental, safety, and health activities, or for morale, welfare, and recreation activities.



1-5.  References.

	a.  Combined Services Guide for Qualified Recycling Programs, 15 September 1997.

	b.  AR 215-4, Nonappropriated Fund Contracting.

	c.  AR 215-1, Nonappropriated Fund Instrumentalities and Army Morale, Welfare, and Recreation Activities.

	d.  AR 420-49, Utility Services.

	e.  AR 25-55, The Department of the Army Freedom of Information Act Program

	f.  AR 25-400-2, The Modern Army Recordkeeping  System (MARKS)

	g.  AR 340-21, The Army Privacy Program

	h.  5 USC 552, The Freedom of Information Act

	i.  5 USC 552A, The Privacy Act of 1974

	j.  DODI 4715.4, “Pollution Prevention,” June 18, 1996.



Section II

RESPONSIBILITIES.



1-6  Installation Commander or authorized designee will:

	a.  Have overall responsibility for the set-up and operation of a QRP.

	b.  Make QRP available to all tenant organization and tenant contractors.

	c.  Structure the QRP for a variety of recyclables with emphasis on total waste stream reduction.

	d.  Ensure QRP complies with all applicable public laws, Executive Orders, DOD and respective Military Service policies and regulations.

	e.  Encourage and support the expansion of recycling programs to take on new commodities.

	f.  Encourage new and innovative methods of recycling both existing and new recyclables.

	g.  Establish an annual incentive/awards program for enhancements to recycling programs.

	h.  Encourage participation in partnership programs with other services, other DOD activities, Federal agencies, municipalities and community organizations.



1-7  The QRP Committee will be chaired by the Chief, DCFA Services Division.  It will:

	a.  Oversee the operation of the QRP, serve as the “Board of Directors”, and advise the Installation Commander on program decisions, and financial status.

	b.  Review and approve the QRP Business Plan.

	c.  Determine what materials the QRP should recycle based on whether or not there is a market for those materials, the “Winners.”  

	d.  Identify markets including local, regional, national, or even international buyers.  The more markets that are identified, the greater the chance that the QRP will be a success.

	e.  Ensure compliance with U.S., trade security control policies are followed in accordance with DOD Instruction 4160.27 and DOD 4160.21-M prior to directly selling firing range expended brass or 

mixed metals gleaned from firing range cleanup that do not require demilitarization and that are Munitions List Items (MLI) or Strategic List Items (SLI).

	f.  Implement procedures for reuse screening to consider reuse programs in accordance with E.O. 12873 prior to selling directly other recycling programs materials.

	g.  Review and approve QRP Annual Operating Budget (AOB), Capital Purchase and Minor Construction (CPMC) Budget and Five-Year Plan.

	h.  Select and train the QRP Manager.

	i.  Meet at least quarterly or more frequently as needed to review and approve proposals to add/delete cost-effective (winners/losers) to the QRP.  To initiate the QRP, the following items have been identified as cost-effective (winners): 

	(1)  White office paper

	(2)  Brass (spent ammunition residue)

	(3)  Cardboard

	(4)  Scrap metal

	j.  Review the financial operations of the QRP on a quarterly basis as compared to the annual operating budget.

	k.  Report to the Environmental Quality Control Committee (EQCC).



1-8.  The QRP Manager will:  

	a. 	Establish a cost-effective QRP business in coordination with the Installation Commander or his authorized designee and the DHPW Environmental Management Division.

	b.  Ensure the QRP operation complies with all applicable public laws, Executive Orders, DoD and Army Regulations, as well as State and local directives.

	c.  Develop, establish, and maintain the operation of an aggressive QRP.

	d.  Establish and maintain USMA Directorate-level attention.

	e.  Manage the overall USMA Qualified Recycling Center to ensure the continuation and expansion of the QRP, which will guarantee that the USMA receives benefits from the accumulation and sale of all economically profitable recyclable materials that normally would be discarded.

	f.  Attend the QRP Committee meetings as the recorder.

	g.  Prepare and submit an Annual Operating Budget for review by the DCFA Fund Manager and approval by the USMA Recycling Committee.

	h.  Advise producers of recyclable materials on segregation, identification, and turn-in of recyclable materials (education).

	i.  Actively pursue participation in partnership programs with other Services, other DOD Activities, Federal Agencies, local municipalities and the USMA community.

	j.  Report all matters relating to fraud or criminal conduct to immediate supervisor or Internal Review Office, or criminal investigation personnel.

	k.  Perform all contract administration actions and perform as Contract Officer Representative (COR) for QRP contracts.

	l.  Provide recycle sales information to the DHPW Environmental Management Division (on a quarterly basis) for input into the DHPW annual report for the Commander and Deputy Under Secretary of Defense (Environmental Security) (DUSD(ES)) including, but not limited to, quantity and type of materials recycled, revenues generated, and expenses.  Provide a copy of the report to the QRP Committee.



1-9.  The Environmental Quality Control Committee (EQCC) will provide oversight to the QRP committee to ensure that in conjunction with the EQCC West Point establishes a high standard of care and respect for the environment, and take on the leadership role in implementing the Army’s environmental strategy into the 21st Century.

 

1-10.  DCFA

	a.  Chief, Financial Management Division will:  

		(1)  Establish a management control system to provide reasonable assurance that the QRP meets its goals and properly accounts for funds.

		(2)  Establish accounting and reconciliation and analysis procedures that allow for periodic reconciliation of sales and financial records.

	b.  Chief, Services Division will:

		(1)  Provide nonappropriated procurement and contracting support to the QRP Manager.

		(2)  Act as Chairman of the QRP Committee.



1-11.  DHPW, Environmental Management Division will:

	a.  In conjunction with DCFA develop goals and objectives necessary to ensure that the QRP is operated on an economical break even basis as a Supplemental Mission Activity within the IMWRF.

	b.  Make QRP support available to all tenant organization and tenant contractors.

	c.  Supervise the QRP Manager. 

	d.  Provide support to the QRP Manager as part of the total USMA Waste Prevention Program.

	e.  Provide a Recycling Center facility for operation of the QRP.

	f.  Provide professional training to QRP Manager and employees on the operation of recycling equipment.

	g.  Approve expenditures for the QRP.

	h.  Provide self-help materials and facility support to the QRP on a non-reimbursable basis within resource constraints and subject to good engineering practices.

	i.  Provide preventive maintenance and repair of equipment used for recycling materials on a reimbursable basis from the Recycling Fund.

	j.  Ensure, where cost effective, that all Installation Environmental Management Contracts include provisions that obligate the contractor to participate and support the QRP requirements.  

	k.  Review and request modification to all existing Environmental Management Contracts, where cost-effective, to incorporate QRP recycling provisions.

	l.  Comply with a management control system to provide reasonable assurance that the QRP meets its goals and properly account for funds. 



1-12.  DOC will:

	a.  Ensure that all installation contracts include a provision that obligates the contractor to participate and support the QRP requirements.  

	b.  Modify as requested all existing contracts to incorporate QRP recycling provisions.

	c.  Provide contracting support as requested to support the requirements of the QRP.



1-13.  DOIM will:

	a.  Update procedures and provide written guidance (see Section V, para. 1-19) for recycling paper which may contain unclassified sensitive material, For Official Use Only (FOUO) material, or data regulated by the Privacy Act.  This could include manuals, bulletins, regulations, reference books, and all other instructional materials to include those manuals with distribution restrictions 

	b.  Provide shredding capability for USMA personnel.



1-14.  DOL will:

	a.  Provide the QRP Manager with a copy of turn-in documents for recyclable materials turned-in through Defense Re-Utilization Management Office (DRMO).

	b.  Provide vehicles as required to support the USMA Recycling Program on an as available basis (non-reimbursable) until final purchases can be made.    

	c.  Hold qualified recyclable materials for the QRP, i.e., scrap metal, on a temporary basis.

	d.  Inspect and classify government property, i.e., verify, identify and determine disposal condition code; and process for disposal. 

	e.  Manage spent ammunition brass.



1-15.  DRM will provide Central Accounting support to the QRP.



1-16.  Automation Equipment Users will ensure that equipment items to be recycled are properly sanitized to ensure that no classified information is compromised.  Coordinate with activity Information Officer as necessary to eliminate data from computer systems prior to turn-in.



Section III

1-17.  Recycling Committee Organizational Structure:  The QRP Committee will be consist of personnel in the following positions or members from the following organizations:

	DCFA, Chief, Services Division

	DCFA, Chief, Financial Mgt. Division

	DHPW, Chief Environmental Mgt. Division

	DHPW, Chief, Hazardous Materials Handling Branch

	Directorate of Information Mgt.

	Directorate of Contracting

	Directorate of Logistics

	Directorate of Resource Mgt.

	Safety Office

	Internal Review Office



Section IV

1-18.  Distribution of Recycling Proceeds.  The proceeds from the sale of recyclable materials will be dispersed according to the following hierarchy:

	a.  Proceeds shall first be used to cover the costs directly attributed to the operation of the QRP, including, but no limited to, manpower, facilities, equipment, overhead, and other capital investments.

	b.  After these costs are recovered, up to 50% of the remaining proceeds may be used for pollution abatement, pollution prevention, energy/water conservation, composting and alternative-fueled vehicle 

infrastructure support and vehicle conversion, or occupational safety and health projects, with first consideration given to projects included in the USMA Pollution Prevention Plan.

	c.  In accordance with law, any proceeds remaining from the sale of direct recyclable materials or other qualified recyclable materials may be transferred to Morale, Welfare and Recreation activities, including, but not limited to the IMWRF.



Section V

1-19.  Recycling of Paper Containing Unclassified Sensitive, FOUO, or Privacy Act Material.



	a.  Definitions:

		Unclassified sensitive material is that which is used on a need-to-know basis.  This includes official documents, manuals (including those with distribution restrictions), bulletins, regulations, reference books, and all other instructional materials whose information is of a sensitive nature and should not be made available to the general public.

		For Official Use Only (FOUO), IAW AR 25-55, The Department of the Army Freedom of Information Act (FOIA) Program, is information that has not been given a security but which may be withheld from the public for one or more of the reasons cited in FOIA exemptions 2 through 9.  This is similar to unclassified sensitive material – its availability is on a need-to-know-basis.

		Privacy Act material is that which contains personal information on individuals and is governed by U.S.C. 552A, The Privacy Act of 1974, and AR 340-21, The Army Privacy Program.



	b.  Control:  Regular temporary or non-permanent records, upon reaching their required disposition date IAW AR 25-400-2, The Modern Army Recordkeeping System (MARKS), can normally be disposed of by putting in a recycling bin or throwing in the trash.  However, this is not adequate for the type of records listed  in paragraph “a” above.  

	(1)  Any printed material categorized above may be recycled provided safeguards are used to prevent restricted information from being easily gathered by unauthorized individuals.  

	(2)  Disposition and/or destruction of official government documents within Department of the Army is regulated by  MARKS.  The disposition instructions designate those files whose final disposition is destruction.

	(3)  The USMA Records Management Officer , x7313, will provide guidance on MARKS disposition and/or destruction.

	(4)  The USMA Privacy Act Officer, x7312, will provide guidance on the destruction and recycling of all sensitive, FOUO, and Privacy Act material.



	c.  Destruction Guidelines:  Disposition of controlled material is based on the sensitivity of the information and the volume of documents.

	(1)  Small quantities may be destroyed by tearing each copy into pieces to preclude reconstructing.

	(2)  Shredding is used for larger volumes and/or more thorough destruction of more sensitive documents/publications (see below).

	(3)  Privacy material destruction is normally by shredding.  

	(a)  Common privacy material includes Social Security Numbers (when related to individual names), and home addresses and phone numbers.  In many cases these may not be considered highly sensitive.

	(b)  Medical, legal, financial and other such information on individuals is highly sensitive and should be closely controlled at all times.

	(4)  Optional destruction for sensitive, FOUO and low sensitivity privacy material is the Compactor Facility at USMA Range 3 (near Round Pond).  This is used for large volume destruction.  However, this is not a total destruction process.  Use of this option is based on the sensitivity of the material to be destroyed, which is normally determined by the Privacy Act Officer. Also, in limited cases, a multi-page continuous-feed computer printout listing names and SSN, with no other personal information, may be recycled in bulk without destruction.  Use of either if these methods must be coordinated with the Privacy Act Officer for approval.  







	d.  Self-Service Shredding.  

	(1) Once white paper is shredded it will need to be recycled.   This will be arranged by the shredder facility. 

	(2)  White paper should be shredded separately from colored paper.  The standard recycling contract is for white paper only. Colored paper should be treated as trash unless there is an existing recycling contract to cover it.   Do not try to recycle a white/colored mix as it may result in non-acceptance of the paper by the recyclers.

	(3)  DOIM provides self-service shredding machines at two locations to assist USMA personnel in shredding documents.  Personnel are on hand to instruct in the use of the machines.  The locations are:  

	Mail & Distribution (M&D) center, bldg. 600, 3rd basement.  Contact USMA Official Mail Manager, x7067, to schedule use.

	Publications warehouse, bldg. 667A, 2nd floor.  Contact the USMA Records Management Officer, x7313, to schedule use.
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