
Customer Information
Company Name:

Address:

City:

State:

Zip Code:

Contact Name:

Contact Phone:

Contact Email:

Shipping Information

QUESTIONS?
ASK YOUR DEDICATED
ACCOUNT MANAGER
800-223-8890

Box Qty: Pallets:

Loading Dock: Y/N

Y/NForklift:

Cartridge Recycling Request Form Instructions:
1. Complete the customer information with appropriate contact details.

2. Complete the shipping information quantities to determine how many labels are needed. One label

per packed box or pallet.  Also, advise if a loading dock & forklift are available for pallet pickups.

3. Email the completed form to our CTC Recycling Team at recycling@coastcoast.com.

4. The CTC Recycling Team will then process the request and will typically email you a pre-paid

shipping label to the email provided below within 24 hours of receipt.

Recycling Program Guidelines Overview:  
1. The recycling program is available to ALL active Coast to Coast customers.

2. The program is ONLY available in the continental United States.  It does NOT include Hawaii, Alaska,

US territories, Canada, etc. due to logistics, shipping costs, and import documentation requirements.

3. The recycling program will ONLY include ink and toner cartridges. It does NOT include ribbons,

copier tubes/bottles, fusers, maintenance kits, broken cores, e-waste, or other general recycling.

4. The recycling program will NOT pay customers for any empties due to financial design complexities.

5. We are allowing ALL ink and toner items instead of just a small subset of high demand items.

6. There is a 5 cartridge minimum requirement.  We ask that you consolidate boxes and recycling

requests (i.e. monthly vs. weekly) to minimize freight and labor expenses.



We do not accept toner tubes, 
bottles, tanks, ribbons, fusers, 
maintenance kits, e-waste, or 

general recycling.

1. Carefully wrap the cartridge in newspaper, 
bubble wrap or use original packaging to 
protect during shipment.

2.  Fill a sturdy medium to large sized box with 
your empty cartridges. Please keep the 
weight below 40lbs and use a box 20x20x20 
or smaller.

3. Tape the shipping label to the box and tape 3. Tape the shipping label to the box and tape 
the box shut. Reinforce the seams for heavier 
packages as needed.  

4. The label can only be used once so do not 
make copies for other boxes.

5. Give the box to a UPS driver, drop it off at a 5. Give the box to a UPS driver, drop it off at a 
relevant facility, or go to the website to 
schedule a pickup.  

If you can’t read your label, UPS won’t be able to either. 
Please print a new legible label.
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Cartridge Packaging  and Shipping Requirements
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