How To Fill Out
A Waste Transfer Note
If you intend to send us waste from commercial premises (e.g. a business, school, charity or church), you
will need to sign an annual waste transfer note before sending your parcels. This document proves your
compliance with the Duty of Care legislation which ensures that waste is handled in a way that does not
harm the environment and human health. To learn more about the Waste Duty of Care click here.
Please note that you do not need to provide a waste transfer note if:
• You are registered as a public-drop off location or a private collector, and you collect waste in a
non-commercial premises (such as your home)
• You are taking waste to public drop-off locations set up by other TerraCycle® collectors
It's a worthwhile and simple formality. We've made it as easy as possible by filling out most of the form
for you.
When you come to sign the form, it will be using an e-signature software called HelloSign, meaning
there’s no need to print, scan and re-upload any paperwork. Simply enter your email address and then
fill in the form through the link HelloSign email to you.
Once completed, you will be covered for a whole year for all programmes you participate in that you
have selected on the form.
IMPORTANT: If you join a new programme after signing your annual waste transfer note, you will need
to submit a new form, selecting the programme you have joined on the list. This applies even if you have
already completed a waste transfer note for that location, as you need to ensure you are covered for the
new waste stream you will be collecting there.
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Filling out the waste transfer note in HelloSign
Section A: Producer of Waste (Your Details)
Below you’ll see a snapshot of the waste transfer note form. We’ve provided further context for
each section (in green) to help you when filling it out.

Company name or your full name
The address of where the waste is collected before being sent to TerraCycle® for recycling
The postcode of the address you provided above
If unsure of the 2007 'Standard Industrial Classification Code' of the collection location please search for it here.

Signature of the authorized person
Name of the signatory
Job title/position. Mark as ‘private individual’ if you manage the waste as a private individual but at a commercial address

Date of signature
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Section B: Description of Waste
Here is a screenshot of the waste transfer note form. As you can see, you must mark the ‘Tick box’
column for every programme you are collecting waste for, from a commercial premises. The rest of the
form has already been filled out for your convenience!

Once you’ve submitted your waste transfer note, a copy will automatically be sent to the email you used
to receive the HelloSign form. You may keep this for your own records. If at any time you need to use
your waste transfer note, but cannot find it, please contact our Customer Support Team who will be
happy to help source a copy for you.
For any further questions, please take a look at our FAQs.
Here are some other useful links with more information:
Read Government information on waste transfer notes
Find out your business information through Companies House
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