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CONSTRUCTION AND DEMOLITION 

RECYCLING DEPOSIT REFUND PROCEDURE AND FORM 
 

This handout describes the refund procedure for deposits required by Chapter 12.48, Recycling and Salvaging of 

Construction and Demolition Debris of the City of Menlo Park’s Municipal Code. A deposit is required on qualifying 

construction and/or demolition projects to ensure the proper recycling of construction and/or demolition debris. The 

Construction and Demolition Recycling Ordinance can be viewed at www.menlopark.org (see Menlo Park Municipal 

Code Chapter 12.48 - Recycling and Salvaging of Construction and Demolition Debris). 

 

Deposit Refund Procedure: 

 

1. Complete a Deposit Request Form  

2. Attach the proper documentation (weight tags from the salvage or recycling facility with duplicate copies of each 

weight tag) to the request form. If the original weight tags need to be returned, please submit duplicate copies of 

the original weight tags and a self addressed envelope. The original weight tags will be retuned by mail once the 

duplicates copies have been verified to match the originals.  

3. Submitted request form and documentation to the City. It is the responsibility of the requestor to obtain the proper 

documentation from the salvage or recycling facility and complete the Deposit Request Form accurately in its 

entirety.  Weight tags for the construction portion of the job must be submitted separately from the demolition 

portion. 

 

Deposit Request Forms CANNOT be Submitted by Mail 

 

Full Deposit Refund Requirements: 

 

 Recycle, reuse and/or salvage at least 60% of the total estimated debris.  

 A maximum of 35% of the recycled material can be concrete, asphalt, rock, or brick.  

 Submit weight tags from recycling facilities where material was delivered, which indicate an Address of origin 

within Menlo Park. 

 Weight tags for the construction portion of the job must be submitted separately from the demolition portion. 

 Submit original weight tags from all facilities that receive the material. If the original weight tags need to be 

returned, please submit duplicate copies of the original weight tags and a self addressed envelope. The original 

weight tags will be retuned by mail once the duplicates copies have been verified to match the originals. 

 In some cases, a partial deposit may be refunded. 

 The $150 administrative fee is non-refundable.   
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Requirements for Weight Tags:  

 

 Only original weight tags are accepted 

 Each original weight tag must list Menlo Park project address as the city of origin. 

 The material weight must be on each tag.  If a weight is not designated, your tag will not be accepted.   

 Tags submitted for reuse credit (such as the reuse of 5 doors) must complete the Salvaged Materials 

Requirements and Documentation Worksheet. 

 A separate weight tag is required for each job site.  To receive recycling credit, debris from separate project 

addresses cannot be in delivered to the recycling facility in the same truck.  If loads from more than one job site 

are combined, the weight tag will be invalid. 

 Facility tags (and deposit request forms) must be submitted separately for each deposit.   

 Qualifying facilities may not use material for alternative daily cover (ADC) at a landfill. 

 

If you have questions about how to fill out the deposit form, please contact the Building Department at 330-6704. 

 

Deadlines for Submission of Deposit Refund Forms and Documentation: 

 

 Demolition Projects: 

After the completion of the demolition portion of project, the applicant must submit the required documentation 

within 60 days.   

 

 Construction Projects: 

As a condition prior to final inspection, and for approval of final inspection, the contractor must submit a 

Deposit Request Form showing all tonnage recycled or salvaged and original or certified receipts of weight tags 

from recycling facilities confirming recycling of materials. 

 

DEPOSITS WILL BE FORFEITED IF THE APPLICANT DOES NOT SUBMIT THE REQUIRED FORMS 

AND PROPER DOCUMENTATION WITHIN THE TIMELINE SPECIFIED ABOVE. 

 

DEPOSIT REFUNDS CAN TAKE FROM SIX (6) TO EIGHT (8) WEEKS TO BE PROCESSED. 
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CONSTRUCTION AND DEMOLITION RECYCLING 

DEPOSIT REFUND REQUEST FORM 
 

These Requirements must be met in order to gain your deposit back from this project: 

 

 This form must be completed in its entirety. 

 Tags from each job must be submitted separately.  The construction and demolition portion of the 

same address must be kept separate and distinguishable. 

 There must be a weight assigned to each tag submitted.  Tags without a pound/tonnage 

requirement will not be used. 

 Menlo Park must be listed as the City of origin for all tags submitted.  Tags with other cities will 

not be used. 

 If you have salvaged material, complete the Salvaged Materials Requirements and 

Documentation Worksheet. 
 

PROJECT INFORMATION 

 

  

Building Permit Number:  

 

 Project Address:  

Contact Name:  

 

 

Contact E-Mail:  

 

 Type of Project: 

(check one) 
 Demolition 

 Construction 

Contact Phone:  

 

 Deposit Amount:  

Contact Fax:   Required Number of 

Tons to Divert: 

 

 

CONTACT INFORMATION FOR THE DEPOSIT CHECK 

 

 

Name Check 

was drawn under: 

 

 

Address: 

 

 

 

 

 

Telephone Number: 
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