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SEr | Environmental Y5 Re-TRAC

Conservation Connect

STEP THREE: Completing and Submitting Annual Report Forms using the
NYSDEC E-waste Online Registration & Reporting System

(Guidance for Electronic Waste Consolidation & Recycling Facilities)

If you've not already done so, the first step in submitting your annual report under the NYS Electronic Equipment
Recycling & Reuse Act (Act) is to create a Re-TRAC Connect Account to gain access to the NYSDEC E-waste Online
Registration & Reporting System. You are also required to submit an online registration form (STEP TWO) prior to
submitting an online annual report. Please refer to the guidance documents below if you have not yet created an account
or submitted an online registration form.

What is in this document?
e Instructions for logging into your existing Re-TRAC Connect Account
e Instructions for accessing and completing your online annual report form
e Instructions for submitting your online annual report form and hard-copy certification

What other guidance is available for using Re-TRAC Connect?

e Re-TRAC Connect General User Support: http://re-trac.com/help.

e Tuesday Training hosted by Emerge Knowledge — join them every two weeks for a free one-hour webinar.
The session provides an overview of the system and highlights available features. Register here:
https://attendee.gotowebinar.com/rt/2697460826506056450.

e STEP ONE: Creating a Re-TRAC Connect Account and Joining NYSDEC'’s Program: Instructions for
Sites/Facilities (PDF)

e STEP TWO: Completing and Submitting Registration Forms and Applicable Fee Payments: Guidance for
Sites/Facilities (PDF)

Who do I contact if | have questions?
e Technical support questions related to the Re-TRAC Connect online software should be directed to Emerge
Knowledge Design Inc. at: support@re-trac.com or (888) 600-3907.
e Questions related to the content of the online registration and reporting forms should be directed to the
NYSDEC E-waste Team at: ReTRAC.Ewaste@dec.ny.gov or (518) 402-8706.

Quick Tips

¢ Internet Browser Recommendation: Re-TRAC Connect is accessible in all modern browsers. For the best
user experience, we recommend that you update to the newest version of your preferred internet browser.
In older versions of some browsers (ex. Internet Explorer 8) users might experience issues in presentation,
such as content spacing, alignment of labels, and rounded corners. Internet Explorer 6 and Internet Explorer
7 are outdated and are no longer supported by Re-TRAC Connect due to security concerns and lack of
support for modern web standards.

e Zoom Feature: Some text within the tables in the annual report forms may appear too large/small for your
screen. You'll want to adjust the zoom on your browser in either case, which will not affect data entry.
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http://www.dec.ny.gov/docs/materials_minerals_pdf/s1retracsf.pdf
http://www.dec.ny.gov/docs/materials_minerals_pdf/s2retracsf.pdf

Logging Into and Navigating Re-TRAC Connect

1. Visit https://connect.re-trac.com/login, and enter the log-in credentials submitted during the account creation
process to access the online system.

2. Once logged-in, you will be brought to your organization’s Dashboard. From here, you must click the “Go” button
next to the NYSDEC logo under “My Programs” to access the applicable annual report form(s) available to you.

Instruction Crestion v Messages (2 Hep  LogOu

Directories [l MY PROFILES [0 COMMUNITY

Dashboard

My Profiles
NEW PLASTIC TRACKING CATEGORIES
Track your recycled plastic using
N industry agreed-upon categorios:
268 new plastic material categories
in the Tracker tool.

(¥ XYZ Organization

A% Recyclesearch
VIEW TOOLKIT
View All Profiles

eoe
My Programs Jin Programs
Tuesday Training
NYS Electronic Equipment Recycling & Reuse Act Program
NEW YORK Join us every twe weeks for a free one-hour
e 5 XYZ Organization = Tuesday Training webinar. This session provides
PR : J an averview of the system and highlights features
Emr:imnm!rrtal available to free account holders in Re-TRAC
Conservation Connect.

Add [ View All Organizations 1
Register for an upcoming session by
clicking the Register' button below.

Get Started Register

Enter the name for the Programy/Directary/Tool you're looking for.

Enter Name Hare

NOTE: Also available in your Dashboard are:

e Messages — notifications from the NYSDEC and Re-TRAC Connect. These will also be delivered to the e-
mail address associated with your account.

o My Profiles — where you can edit your existing Re-TRAC Connect profile(s) for use in Recyclesearch.com.

Instruction Creation v Messages (@ Help Log Out

Directories 1 WY PROFILES [0 COMMUNITY

Dashboard /

My Profiles
NEW PLASTIC TRACKING CATEGORIES
Track your recycled plastic using
ol industry agreed-upon categories:
28 new plastic material categories
in the Tracker tool.

(£ XVZ Organization

A7 Recyclesearch
VIEW TOOLKIT
View All Profiles

soe
My Programs Join Programs
Tuesday Training
NYS Electronic Equipment Recycling & Reuse Act Program
NEWYORK Join us every two weeks for a free one-hour
Erteaman K5 XvZ Organization = Tuesday Training webinar. This session provides
e it | an overview of the system and highlights features
bl available to free account holders in Re-TRAC
Conservation Connect.

Add | View All Organizations 1
Register for an upcoming session by
clicking the Register’ button below.

Get Started Register

Enter the name for the Program/Directory, Tool you're loaking for.

Enter Name Here

Page 2 of 10 Revised 1/15/16



Accessing and Completing the Online Annual Report Form

After clicking the “Go” button next to the NYSDEC logo under “My Programs” on your Dashboard (as described in Step 2
of the previous section), you are brought to the Program Status page. Here is where you will find the current online
forms available to you. Click on the + icon to the right of the “Annual Report for NYS Consolidation Facilities” or “Annual
Report for NYS Recycling Facilities” form, as applicable.

- Re.TRAC Recycler Test ~ Messages (1 Help Log Out

Connect

Dirsctories Toolkit [ MY PROFILES O communITy

NYS Electronic Equipment Recycling & Reuse Act Program

newvork  Status
SEFORTYHITY Member: RECYCLER TEST ]

DeRartment Di; Re-TRAG Connett serves as the NYS Department of Environmental G jon's (T online and annual reporting system for the NYS Electronic Equipment Recycling and
Environmenta Reuse Act (Environmental Conservation Law, Article 27, Title 26). Manufacturers of covered electronic equipment (CEE), collective electronic waste acceptance programs, electronic waste
Conservation collection sites, consolidation and recycling facilities, are required fo use this system for their registration and annual reporting purposes. To view more instructions, click * Shaw”. To hide

instructions, click "Hide™

i — Registration — One-time submittal
" L) s of Covered submit at least thirty (30) days prior to the manufacturer offering CEE for sale in NYS. Manufacturers are also required to submit 2 $5,000
registration fee f registering as operating an individual electronic waste acceptance program. The registration fee is waived if the manufacturer is registering as participating in @ callective
Account Information: elactronic waste acceptance program
» Status 2. Collective Electronic Waste Acceptance Programs: submit at least thirty (30) days prior to the collective’s partcipating manufacturer(s) offering CEE for sale in NYS. Collectives are also
required to submil & $10,000 registration fee.
Host: 3. Electronic Waste Consolidation & Recycling Facilities: submit at lesst thirty (30) days prior lo receiving any elecironic waste. Censolidation and recycling facililies are lso required to

submit a $250 registration fee. A recyeling facility that is also operating as 2 consolidation facility, or vice versa, must comply with the requirements of the Act that are applicable to eath type of

New York State Department of
facility: however, only one registration fes must be paid

Environmental Conservation

et 4. Electronic Waste Collection Sites: submit at least thirty (30) days prior to receiving any electronic waste. No fes required. Multiple retail collection sites under the same ownership may upload
sites a st of each indvidual rollection site's name, address, and telephone number, in addition to which types of GEE eath sile accepts to a single regisiration form.
hitp:/iwewdec.ny.govichemicall55583.h Reporting — Must be submitied annually by March 1st, for the previous calendar year
tmi

1. s of Covered i required to submit a $3.000 annual reporting fee.

Program Manager
2 Collective Electronic Waste Acceptance Programs, Electronic Waste Consolidation & Recycling Facilities: No fee required

NYSDEC E-waste Team
ReTRAC Ewaste(@dec ny.gov
(518) 402-8706

3. Electronic Waste Collection Sites: No fee required. Retail collection sites which have registered under one registration number may submit ane combined annual report, provided they report
all required information collectively and upload a list of retail site names and addresses for each location represented.

Updates — Regulsted sntities must notify the Department of any material change to information previously provided to the Department within thirty (30) days of such changs

Failure to submit a complete and timely registration, annual report, notifications of material changes, andior applicable fee payments, will subject the regulated entity to civil penalties under the Act.

2015
Registration for Electronic Waste Collection Sites, Consolidation & Recycling Facilities ]
Annual Report for NYS Electronic Waste Recycling Facilities B

Electronic Waste Received by Recycling Facility L]

The annual report form itself is fairly self-explanatory, with instructional and hover-over text to assist you along the way.
Nevertheless, should you have any questions regarding the content of the form, please contact the NYSDEC E-waste
Team at ReTRAC.Ewaste@dec.ny.gov or (518) 402-8706 and a team member will be happy to assist you in filling out the
form.

Helpful Tips:
e As you begin filling out your organization’s annual report form, you'll notice fields that have a * beside them.
These are required fields which must be completed before submittal.

Electronic Waste Site/Facility Information

Name of Site or Facility: * Location Address: * k

City: * Postal (ZIP) Code: * County: *
-Select- ]
When did this site/facility commence operations (or when does it intend to do s0)? * -

e If you do not intend to complete the annual report form all in one sitting, you may click the “Save” button at
the bottom of the annual report form and come back to it at your convenience.

Save

e You may print your online annual report form at any time by clicking on the "™ ™ 'icon at the top of the
annual report form.
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Accessing and Completing the “Electronic Waste Received by Recycling (or
Consolidation) Facility” Form

1. The “Electronic Waste Received by Recycling (or Consolidation) Facility form is a required supplement to a recycling
and consolidation facility’s annual report. The recycling or consolidation facility’s annual report is considered
incomplete without the submission of this supplemental form. In this form you will enter each individual source of
covered electronic equipment (CEE) received at your facility, as well as the weight, in pounds, broken down by type
of CEE. From the Program Status page, click on the + icon to the right of “Electronic Waste Received by Recycling
Facility” to access the form.

Messages @ Help  Logout

E uverornes [ commummy

NYS Electronic Equipment Recycling & Reuse Act Program Status

Member: RECYCLER1 =
NEW YORK iy
LJ STATE OF
OPPORTUNITY
i g and Reuse Act

sites,

Department of
Environmental

2 eqis itial
Conservation ST i
T 2015 2
—— Registration for Electronic Waste Collection Sites, Consolidation & Recycling Facilities & o
ek S i i Annual Report for HYS Electronic Waste Recycling Facilities - -
» Status 5
Electronic Waste Received by Recyoling Facility o =

Host:

2. Next, click on the “New” button.

Messages 3 Help Log Out

Dashboard Directories Toolkit B e O

Electronic Waste Received by Recycling Facility Records

Member: RECYCLER1

NEW YORK

STATE OF

QPPORTUNITY

New k Eilter Options  spxy- | Transaction Da(:B DﬁnendmgB Search
Department of
Environmental
Conservation Ho ave been added for the selected period
n using the Mew” button
|

Account Information:

m
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3. Here you will enter the source information, including type of source, name, address and weight received (in-state
eligible, ineligible and out-of-state), in pounds, broken down by type of CEE.

Re KA dex EsSape p 0 O
5
1 @ o 0 co
Dashboard Directories Toolkit =
Your data may not be considered complete by the Program Manager{s} of NYS Electronie Equipment Recycling & Reuse Act Program until you click on the *Submit to Program’ button. In addition, the status of this form and the associated data
may be edited at any time by the Program Manager{s} of NY§ Electranic Equipment Recyeling & Reuse Act Program
Member: RECYCLER1 | Year: 2015  Cycle: ANNUAL -
NEW YORK =
STATE OF -
OPPORTUNITY N
Electronic Waste Received .
Department of Recydling fadilities must separately report the weight of covered electionic equipment (CEE) received fro weste colledtion sites, consolidation fecilities, collection events or directly from I
Environmental consumers (if applicsble) that is eligible to be credited to manufacturers towards igible weight. Elecironic waste collection sites and consalidation facilities are 5
Contervation required to mainiain and report this information and should provide it with e
The guidelines below are provided to sssist you, the consolidstion facilities and the collection sites in distinguishing betwesn sligible snd ineligible program weight. Those weights must be listed in the A
| g calumns in the tsble(s) below, slang with the name, sddress, and registration number® (if spplicabl onic waste collection site or consolidation facility from which such electionic )
i If weight was accepted directly from consumers, plesse simply select "direct from consumess® in the Site Name field and distinguish betwsen eligible snd insligible program weight received from all 2
Account Information: .
consumers during the program year.
Any weight callectad vis on-site generster pici-ups should be reported an Page 2 of the Annual Report for NYS Electronic Waste Recycling Facilities. Z
Eligible Proaram Weight 2
— *All CEE weight scospted from sny NYS consumer st no cheme bi
i EE weight accepted from sny business consumer st s charge
New York State Depariment of All CEE weight acoepted from any NYS consumer at a cherge, for which the consumer has been provided & premium senvice only s
Environmental Conservation -
Inebgible Pyogsans Weloghl N
Website: Ineligible F'I:D ram Weight ) ) .
*All CEE weight scospted from sny NYS consumer other than 8 businass consumer st s charge, for which the entity has not been provided a premi
hittp:/hwww dec ny gow/chemical B
85583 html TO ADD MULTIPLE ENTRIES: Make sure to chedk the "Create = new response sfter saving/submitting” box below the table before saving B
Program Manager &
NYSDEC E-waste Team “Esch persan who owns or operstes sn slecironic wasts collection site, consolidstion facility or recycling facility =s defined in Section 27-2601 of the Eledronic Equipment Recycling snd Reuse Ad, -
ReTRAC Ewaste@dec nygov slready be registered with the Depariment. Electronic waste racycling facility registration numbers are svsilsbls on the Depariment's website at: hitp: c.ny gow/chemical/73670. himl. Eledro 2
(518) 402-6708 consoligation facility registration numbers equestad via =-mail (ReTRAC. Ewaste@dec.ny.gov) or by telsphone: (518) 402-8708. Electronic waste collection site registration numbers are availsble on 3
the Departments website at: hitp://www.d cvidacsimaterials_minersls_pdfjswcolsites pof =
Source Information:
Source Information: Name: Registration # (if applicable):
- Select- B
Address City: State: Postal (ZIF) Code:
New York

Program Weight in pounds {of Computers; Computer peripherals; Small electronic equipment; Small soale servers; Televisions; Bare CRTs} {if none, enter "0")

COVERED ELECTROMIC EQUIFMENT IN-STATE QUANTITY COLLECTED - ELIGIBLE IN-STATE QUANTITY COLLECTED - INELIGIBLE

RECEIVED PROGRAM WEIGHT (IN POUNDS) * PROGRAM WEIGHT {IN POUNDS) * R e R L L

Computers

Computer peripherals

Small electronic equipment

Small scale servers

Televisions

Bare CRTs (separated from housing)

mn

Total

[[] Create a new response after saving/submiting

4. Select the drop-down menu under “Source Information” and select the origin for the CEE received. Then enter the
name of the source followed by its address and NYSDEC E-waste Program Registration number (if any). Once the
source information, name and address is completed, you can begin to enter the quantities of CEE received from that
particular entity.

NOTES:
o All fields of the table must be completed. If no weight was collected for a particular field, enter “0”.
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e If you have only one entry to submit, you may click the “Save” button to save your entry so that
you can edit it later if needed, or you can click on the “Submit to Program” button to lock your

response and submit it to the NYSDEC for review.

¢ If you have more than one entry to submit, check the box above the “Save” button, “Create a new

response after saving/submitting” and after each save or submit, a new blank form will reappear.
When you enter your final entry, uncheck the “Create a new response after saving/submitting” box

before saving or submitting so as to avoid generating a new form.

IMPORTANT: At this time, each entry that is saved will need to be individually submitted to the
program. Beginning March 1, 2016, all saved entries can be submitted as a group rather than
individually. You may choose to wait until after March 15t to submit all entries as a group or submit

O The Waste Diversion Softw.. % | 39 Re-TRAC Connect Electro.. % | + o T |
- T
& @ hitps://s des/53748 y5/494/survey_responses/new?period=18tyear=2015 e | |[E) - ReTRAC Al B A &=
- EGUIT PETS UM WITO UWITS OF UPETdte! i & COMECHOTT S, COMS UNUEUoTT TaCiity OF TECYCITY TaCiiy 35 Uemet T SeCuuiT 27200 T O 1Te ETECHumTT p
Equipment Recy d with the Department. Electronic waste recycling facility registration numbers ari ailable on the

Departments website at hitp
(Re

70.html. Electronic waste conselidation facility registration numbers may be requ: 2 e-mail
518) 402-8706. Electronic waste collection site regisiration numbers are available on the Departments website at
weolsites.pdf.

Source Information:

Source Information: ame: Registration # (if applicable):

-Select- B

Collection Site
Consolidation Facility
Collection Event

Other NYS Recycling Facility
Direct from Consumers
Out-of-state Entity

city: State: Postal (ZIP) Code:

New York B

Program Weightin pounds (of Computers; Computer peripherals; Small electronic equipment; Small scale servers; Televisions; Bare CRTs} (if none,
enter "0")

. IN-STATE QUANTITY COLLECTED | IN-STATE QUANTITY COLLECTED
:gh‘EFR”EEDNETL:E‘:J:‘OV’;‘DC - ELIGIBLE PROGRAM WEIGHT - INELIGIBLE PROGRAM OUT-OF-STATE QUANTITY *
. {IN POUNDS) * WEIGHT (I POUNDS) *

Computers

Computer peripherals

Small electronic equipment

Small scale servers

Televisions

m

Bare CRTS (separated from
nhousing)

Total

\] Create a new response after saving/submitting.

Save Submit to Program
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5.

will open up your entry.

JoinPrograms | NYS Electronic Equipment Recycling & Reuse Act Program

NEW YORK
STATE OF
OPPORTUNITY

Department of
Environmental
Conservation

Account Information:

Status

> Elecironic Waste Received by
Recycling Faility

Host:
New York State Department of
Environmental Canservation

Website:
hitp:www.dec.ny.govichemical

165583 ntmi

Program Manager

NYSDEG E-waste Team
RETRAC Ewaste@dec ny.gov
(518) 402-8706

Electronic Waste Received by Recycling Facility

Records

Member: RECYCLER1

xportas | as @
2 Results Displaying 25 per page
0

TRANSACTION
DATE

If you have saved your entries and go back into the Electronic Waste Received by Recycling Facility form, you will see
a listing of your saved entries, up to 25 entries per page. To submit each entry, right-click on the status icon. This

TestTesting - Messages Help Log Out

El my rrOFILES O communiTy

Eilter Options sorT | Transaction Date B Descending B Search

SEcISTEALON TOTAL ELIGILE

DELETE ‘

TIME CREATED | MAME: Py status eoir
APPLICABLE): PREIBHY
Jan 20, 2016 at . -
405622 01/01/2015 07:48 AM CST Collector 1 12345 2,720 Q & i
Jan 20,2016 at
405624 010112015 iy Consalidatert 54321 13,000 @ ) &

07:49 AM CST

6. Click on the “Submit to Program” button to lock your response and submit to the NYSDEC. This needs to be done for

each entry.

Program Weight in p (of Computers; Computer peripherals; Small electronic equipment; Small scale servers; Televisions; Bare CRTs) (if none,
enter "0")
IN-STATE QUANTITY COLLECTED IN-STATE QUANTITY COLLECTED
EOEFPH;EDNEL;:(I:I?INEIE - ELIGIBLE PROGRAM WEIGHT - INELIGIBLE PROGRAM OUT-OF-STATE QUANTITY *
o (IN POUNDS) * WEIGHT (IN POUNDS) *
Computers 1,000 o 0
Computer peripherals 500 0 0
Small electronic equipment 120 0 0
Small scale servers 100 0 0
Televisions 1,000 0 0
Bare CRTs (separated from ” > .
housing) i ~ o
Total 2720 0 0

[F] Create a new response after saving/submittin

|
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7. If you find that you need to delete a saved response, simply click the Delete Response button. A box will ask if you
are sure you want to delete this response; if you are, click OK. You cannot delete a response that has been
submitted to the program. If you find that you need to delete a response that has been submitted, please contact

the NYSDEC E-waste Team at ReTRAC.Ewaste@dec.ny.gov or (518) 402-8706 and ask that the response be
unlocked.

Program Weight in pounds (of Computers; Computer peripherals; Small electronic equipment; Small scale servers; Televisions; Bare CRTs) (if none,

enter "0")

covenzo eLeommone o B S S ] (R

(IN POUNDS) * WEIGHT (IN POUNDS) *

Computers 1,000 1] [\
Computer peripherals 500 ] a
Small electronic equipment 120 0 ]
Small scale servers 100 o o
Televisions 1,000 0 0
Bare CRTs (separated from g 0 0
housing) .l
Total 2720 0 Q

[C] Create a new response after saving/submitting.

8. Once all your saved entries have been submitted to the program, or you have submitted all your sources of received
CEE for the program year, please return to the “Program Status” page, and click on the annual report form to
complete the certification and submittal process.
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Certification and Submittal

1. Once you've completed filling out your online annual report form (including the supplemental E/ectronic Waste
Received by Recycling Facility form), you must then print out the NYS Electronic Equipment Recycling & Reuse
Act Certification & Fee Form (130 KB PDF). The form is available at the very end of the annual report form under

“Certification”.

Electronic Waste Recycling Facility Annual Report Certification

This online annual report form shall be considered incomplete unless the waste recycling facility prints out and mailzs a hard copy of the following signed cerlification form to the Department at:

M5 Department of Environmental Conservation

Product Stewardship & Waste Reduction Section
Aftention: E-waste Recycling Program

625 Broadway, 9th Floor, Albany, MY 12233-7253

M5 Electronic Equipment Recycling & Reuse Act Cerification & Fee Form, click to downlboad (130 kb PDF)
The certification form must be received by the Department no later than March 1. 2016

Please check this box, to acknowledge that the certification and fee form is required. *

[ | acknowiedge that the certification and fee form is required.

IMPORTANT: The NYS Electronic Equipment Recycling & Reuse Act
Certification & Fee Form must be completed, signed and submitted for all
annual reports, regardless of whether or not a fee is required.

2. Mail the hard copy of the certification and fee form with original signature to:

NYS Department of Environmental Conservation
Product Stewardship & Waste Reduction Section
Attention: E-waste Recycling Program

625 Broadway, 9th Floor, Albany, NY 12233-7253

3. After you have printed out the NYS Electronic Equipment Recycling & Reuse Act Certification & Fee Form, you
must check the box on the annual report form to acknowledge that the form is required as part of the annual
reporting process.

Check this box to indicate you acknowledge that the certification form iz required. *

wnwleﬂge that the certification and fes form is required.
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4. To complete the annual reporting process, you must click the “Submit to Program” button at the bottom of the
annual report form.

Electronic Waste Recycling Facility Annual Report Certification

This online annual report form shall be considered incomplete unless the waste recycling facility prints cut and mails a hard copy of the following signed ceriification form fo the Department at:

NY'S Department of Environmental Conservation

Product Stewardship & Waste Reduction Section
Attenfion: E-waste Recycling Program

625 Broadway, 9th Floor, Albany, NY 12233-7253

NY'S Electronic Equipment Recycling & Reuse Act Certification & Fee Form, click to download {130 kb PDF)
The certification form must be received by the Depariment no later than March 1. 2016
Please check this box, to acknowledge that the certification and fee form is required. *

[ 1 acknowledge that the certification and fee form is required.

NOTE: Submitting the annual report form will lock the data. If edits are required, you will need to notify the E-
waste Team that a change is necessary. You will then be granted access to edit previously submitted
information.

5. Back on the Program Status page, you will see that the icon next to your annual report form has changed to a

lock symbol B meaning your annual report is awaiting verification by the E-waste Team. Your annual report
will be “verified” only when the information submitted has been reviewed and accepted, and the required
certification and fee form has been received. In the meantime, you will be contacted should there be any issues
with the information submitted.

6. Once verified by the E-waste Team, you will receive an e-mail notifying you that your annual report has been
verified.

You have now completed the annual reporting process as required under the
NYS Electronic Equipment Recycling & Reuse Act. Thank you.
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