
Recycling 520:  Data Management

Forms

Annual Reporting:  A Timeline to Attainment



The goal for today is to provide you with the 
framework to set yourself up for a 

successful annual reporting season!



Annual Report Requirements
• Tonnage reported for the Annual Report  DOES NOT need to 

be documented (by weigh tickets, manifests, signed reports, 
etc. BUT it does make it eligible for the 904 Grant)

• Verbally accounted tonnage may be reported

• Municipality must report to County on or before February 15th

• County must report to State (DEP) on or before April 1st



904 Data Requirements

• Who generated the material
• What type of material
• When was material marketed
• Where was it generated
• How much did it weigh

Tonnage reported for 904 MUST be documented by weigh 
tickets, manifests, signed hauler/recycler reports, market 
receipts…



904 Data Requirements Cont.

• Any recyclable material going for further processing is 
subject to the 20% Residue Rate.

• All market receipts from Processors are subject to the 20% 
Residue Rate.

• In order to claim the 0% Residue Rate, the material must go 
directly to the Market or End-User without any processing 
and market receipts from the End-User are required.

• All Corporate Recycling Reports disseminated through the 
Statewide Network are a 0% Residue Rate. 



Start Date End Date
Annual Reporting:  A Timeline to Attainment December  1 March 31        

 Receive updated recycling report forms November 15 December 15
and the preliminary “statewide corporate list”  
from PROP Data Management Committee

 County sends/emails letter, forms and “list”  November 15 December 15
to the municipalities

 County/Municipality sends/emails letter/forms December 15 December 31
to haulers and recyclers

 County/Municipality sends/emails letter/forms to   December 15 December 31
commercial businesses/industries/institutions

 Receive Recycling Tonnage Reports January 1 March15
 County disseminates statewide corporate reports January 1 March15

to Municipalities
 Make reminder calls/emails for late reports February 10 March 10
 Enter/Tabulate Reports February 15 March 15 
 Municipality submits final report to County February 15 March15
 County submits data electronically into Re-TRAC    March 1 March 31



From Mid Nov to Mid Dec---PROP 
Data Management Committee emails 

initial correspondence, updated 
forms, and statewide corporate list 
to County Recycling Coordinator

Step 
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1. ALDI – Western Div.                
2. ALDI – Eastern Div.  
3. ALDI – Central Div.   
4. Auto Zone                                                                         
5. JaSar Recycling
6. JC Penney                                                                        
7. Home Depot
8. Target                                                                                 
9. Walmart
10. Recycle Inc. East                                                           
11. Dollar General
12. Weis  
13. Big Lots                                                                                     
14. Lowes                                                                              

15. Giant Foods (Ahold)                                                     
16. Giant Eagle
17. Best Buy                                                                         
18. Kohl’s
19. Grocery Outlet (Amelia's)   
20. Save A Lot Food Stores
21. USPS - PA Counties                                                    
22. Staples
23. Advance Auto                                                                
24. WAWA
25. Walgreens
26. Verizon – PA Counties
27. Tractor Supply 
28. Vital Records Control



From Mid Nov to Mid Dec---
the County Recycling Coordinator 

sends/emails initial correspondence, 
updated forms, and statewide 

corporate  list to its municipalities.

Step 




From Mid Dec to Early Jan---
County/Municipality 

sends/emails letter/forms to 
haulers and recyclers

Step 




From Mid Dec to Early Jan---
County/Municipality 

sends/emails letter/forms to 
commercial businesses, industries, 

and institutions

Step 




Throughout Jan, Feb, and Mar---
Receive Recycling Tonnage Reports 
from haulers, recyclers, businesses, 

industries and institutions

Step 




Throughout Jan, Feb, and Mar---
County Disseminates 

Statewide Corporate Reports
to Municipalities

Step 




Mid February through Mid March---
Reminder calls/emails 

for late reports
Step 




Throughout Jan, Feb and Mar—
Compile, organize and enter 

recycling data 
from the recycling reports

Step 




Mid February through Mid March---
Municipality submits 
final report to County

Step 




Throughout March---
County submits all data 

electronically into Re-TRAC 
by April 1st

Step 




CONGRATULATIONS!!! 
Pat yourself on the back for a 

successful annual reporting season! 



Amy Mazzella di Bosco
Professional Recyclers of Pennsylvania
Data Management Chair
Greater Lebanon Refuse Authority
1610 Russell Road
Lebanon, PA 17046
(717) 867-5790 Ext. 307
amdb@goglra.org
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