Food Waste Management Plan Template

A Food Waste Management Plan (FWMP) can serve as a stand-alone document or as a component of a waste management or zero waste plan for an event.  Each section below contains instructions and sample information.  Organizers should plan to develop the FWMP one year in advance for implementation at the following year’s event. 

A food diversion pilot, collecting pre-consumer vendor (caterer or concessionaire) prep wastes (food scraps), could be done in conjunction with the FWMP or as a first step in implementation of the FWMP, depending on the abilities of the organizers, staff or volunteer availability, size, and type of event, and other considerations. 

	SECTION 1.  EVENT SYNOPSIS

Instructions: include background information about the event, organizers, vendors, etc.

	Name of Event
	

	Event Organizer
	

	Contact Name:

              Telephone/Email:
	

	Event Description
	

	Location of Event
	

	Duration and Date(s) of Event


	

	Venue Description (hotel, park, street, permanent facility, etc.)


	

	Predicted Attendance


	

	Number of Food Booths /Vendors or Catering/Kitchen Areas
	

	Number of Other Booths /Vendors
	

	Event Activities


	

	Existing Solid Waste Facilities, Services, & Practices


	

	Other Relevant Information (Number of years event has run, is outside food allowed in, etc.)
	


SECTION 2.  WASTE COMPOSITION, GENERATION, AND QUANTITIES

Instructions: Conduct a waste assessment using a vendor food waste assessment survey to track waste generation at the event.  As part of the waste assessment, ask vendors and event organizers (or staff) questions about specific waste items, clarification of reuse, recycling, and disposal practices, and potential options for reuse and/or substitution to recyclable or compostable products.  Talk with the vendors about composting and the potential implementation of composting at the event. Use the chart below to summarize the types of wastes generated.  Example in italics. 

	
	Reusable
	Recyclable
	Compostable
	Could be converted
	Trash

	Food vendor 

“back-of-house”  

· prep wastes

· grease


	Example: Aluminum baking trays


	#10 steel (tin) cans
	Vegetable scraps
	
	Plastic film

Polystyrene trays

	Attendee

“front of house” 

· food wastes
	
	
	French fries
	
	

	Service ware

· utensils

· plates

· bowls

· hot cups

· cold cups

· portion cups or sampling cups
	Metal serving utensils
	Aluminum soda cans
	Non-coated paper plates


	Plastic utensils
	

	Other items 

· coffee stirrers

· toothpicks

· straws


	
	
	Wooden coffee stirrer
	Plastic straw
	

	Other waste

· manure

· restroom or portable toilet

(hand towels)

· diapers

· attendee waste from outside

· vendor signage
	
	
	
	
	


Expected Quantities (Weight and/or Volume) of Waste Based on Past Events, Estimates, or a Pilot Food Waste Diversion Project. 

Instructions: The goal is to determine the number of compost collection carts (and/or dumpster size) needed to meet the anticipated volume of compostable materials to be collected.  Consult past waste volumes or weights, if available.  If records are not available, consider asking vendors the amount of service ware/packaging used.  Do a visual review of waste composition in collection containers during the vendor waste assessment.  Track the percent of compostable (and recyclable) generated.  Record the number of times containers are emptied during the event, especially in food vender and food court or dining areas.  This will provide an estimation on the amount of compostable material. 
· Food waste/soiled paper/compostables:

· Recyclables:

· Trash:

Which Areas During The Event Generate The Most Compostable Waste?  When?

SECTION 3.  FOOD REUSE (DONATIONS) & DIVERSION 

Overall Diversion Goals:

Reuse (Donation)
Instructions: Food shows, catered events, and similar special events generate significant amounts of usable food and other items (napkins, plants, decorations, etc.) that can be donated to food rescue organizations and others.  Arrange with local organizations in advance of the event. Describe how vendors will be informed about the food donation opportunity, acceptable items, etc. Talk with vendors at food shows and similar events about their reuse practices; these might present a model for other vendors. 
Food and service ware reuse plans for event:

Acceptable food and other items for donation:

Other waste reduction plans (Such as serving “finger foods” to eliminate the need for utensils):

Event Food Waste Diversion System

Instructions: A food waste diversion system should be a parallel system to event trash (and/or recycling) collection.  There are two primary options for a collection system that includes composting and recycling – 2-Bin System or 3-Bin System.  Events with limited volunteers or staff may consider using a monitored 2-bin system in the food court areas and a 3-bin, non-monitored system in other areas.

2-Bin System (Composting and Recycling – “Zero Waste”): Only composting and recycling bins are provided throughout the venue.  In order for this system to work most effectively, all vendors must agree to use recyclable or compostable service ware and utensils. 
· Place trashcans in restrooms or next to portable toilets.  These can be used for attendee generated waste such as disposable diapers and other items brought in from outside the event. Consider having a baby changing area or table near the restrooms/portable toilet area with a designated waste container for disposable diapers.

· Vendor-generated wastes, such as packaging and other materials that are not compostable or recyclable will also have to be handled by either requiring vendors to remove these materials or providing trash collection just for vendors.

· Provide special purpose buckets or containers for cigarette butts.

3-Bin System (Compost, Recycling, and Trash): A compost collection bin (and recycling bin) should be placed next to all trashcans if doing a 3-bin system (just trash bins near the restrooms/portable toilet area).  This system works well for catered events where staff will have control over bussing tables (and thus can easily separate compostables), as well as stadium, food show events, and similar venues where non-compostable packaging is likely to be more prevalent.

· Consider color-coded bins or signs—different colors for compost, recyclables, trash.  Or, otherwise distinguishing the different bins.

· Collection logistics would be similar for all waste streams.

· Venues with existing stand-alone waste receptacles should consider ways to integrate these with composting (and recycling).

Food Waste Diversion System Description

Instructions: Describe whether a 2-bin or 3-bin system will be used.

System Description

Name/contact information of compost hauler:

Name/contact information of compost processor:

Materials To Be Collected For Composting

Instructions: Work with the compost facility and hauler to determine acceptable materials for composting. 

Number, Type & Capacity of Compost Collection Bins (or Bin Stations)

Instructions: Describe the number and type of bins to be used and how these will be obtained.  Example: Ten, 65 gallon carts provided by Bob’s Hauling for collection of food scraps, soiled paper, and compostable plastics will be placed throughout the venue.
Number:

Type:

Capacity:

How are containers being obtained? 

When and where will they be delivered to the venue? 

Where will they be emptied (staging area/service area)?

When will bins be removed at end of event?  Who is responsible?

Compostable bags (type and amount, if needed).  How are compostable bags being obtained?

Location of Bin Stations 

Instructions: Describe the plan for placement of compost and recycling bins.  Events that feature maps of the venue should locate bin stations on the map or consider developing a map for volunteers and service providers.  Example: Three bin stations will be located in the food court area.
Compost Collection Logistics

Instructions: Describe how the compostable materials will be collected (volunteers, event staff, venue staff); where and how the collected materials will be stored, etc.  Will full bags of compost be removed and transported to the service area or full carts transported?  Will carts be swapped with empty carts?  Or, do carts need to be emptied into a dumpster?  Who is responsible (bin monitors, compost coordinator, assigned “roamers”); Will carts be emptied on a schedule or when full?  Example:  Each bin station will have one volunteer assigned at all times during the event.  A coordinator and assistant will roam during the event to provide breaks for volunteer monitors and to empty full bags of compostables and recyclables and transport to the service area. One roaming volunteer will also be assigned to the vendor area and to pick-up litter around the event. 

Describe collection method:

Clean up

Instructions: Describe the clean-up tasks.  Number of people needed on the clean-up crew and how carts will be emptied.  Where carts are to be taken or stored at the end of the event.  Do carts need to be cleaned?  How litter clean-up will be assigned.

Service Area

Instructions: The service area is the location of the collection vehicle(s), dumpster(s), or storage area, for collected compostable and recyclable materials. Describe the arrangements made with the hauler to collect the compostable materials.  Example: Will the hauler provide a dumpster for full bags of compostables or for emptying carts?  Will a box truck or other vehicle be used to haul full carts?  Will the vehicle be stationed at the event during its entirety?  Do full bags of compost or full carts need to be stored until pick-up by the hauler? Can the hauler roam through the venue at the end of the event to pick-up carts or bags of collected material? Is the service area protected from unwanted intrusion by animals?
Service area location and description of how materials will get from the event to the compost facility:

Number and size of dumpster(s) or collection vehicle description:

Contingency plan for full dumpster or carts (e.g., driver can be called early to pick-up full dumpster and swap :

Access for collection vehicle(s) and for transporting of full bags or carts to the service area:

Staging Area

Instructions: Larger events or events in venues with multiple food courts or dining areas may want to consider using one or more “staging areas” to temporarily store collected bags or full carts of compostables.  Staging areas could be located behind vendor booths, behind portable toilet areas, or other out-of-the way locations.  Collected materials could be transported to the Service Area at the end of the event or collected by the hauler after the event.

Food Vendors

Describe Vendor (Kitchen/Catering) Responsibilities in the Food Waste Diversion Plan

Instructions: Are vendors required to use compostable service ware?  Is the requirement written in the vendor contract?  Has vendor education been arranged (materials in the vendor packet; ongoing education, etc.)? 

Describe Collection Arrangements for Vendor (Kitchen/Catering) Generated Wastes
Instructions: Will vendors be provided with a collection container at their booth or prep area.  Who will be responsible for emptying the collected materials (the vendor, volunteers)?  Where will the materials be emptied (compost/recycling stations, cart located behind vendor booths)?

Number and type of compost buckets needed for vendor booths (caterer/kitchen preparation area):
Arrangements for Other Vendor Generated Wastes (Cardboard, Recyclables, Grease)
Instructions: Recycling: This would be planned and implemented similarly to compost collection.  Grease: Typically, vendors are responsible for transporting grease for proper disposal.  If not, ensure proper disposal.
SECTION 4.  COMMUNICATION AND PROMOTION

Instructions: Develop a communication plan that will be used to promote the food waste diversion effort to all relevant stakeholders.  It should discuss the importance of food waste diversion to the event, the role and responsibilities of the stakeholders, how the communication will be conducted, etc.  Who will be responsible for discussing the plan with the stakeholders – management, vendors, volunteers, attendees? 

Event Organizers/Management Communication Plan (Example: Have event organizers adopted waste reduction goals or a waste reduction policy? Are organizers and sponsors supportive? Have potential compost or zero waste sponsors been contacted?):

Vendor Communication Plan (Example: include vendor requirements in vendor packet):

Volunteer/Staff Communication Plan (Example: include recruitment plan, training instructions, and description of duties): 

Attendee Communication Plan (Example: onsite outreach to attendees – MC and stage announcements, signage, posters, etc.)

Public Relations and General Public Outreach

Instructions: Who will write media releases and issue to local media?  How will the food waste diversion effort be promoted and included in ongoing event advertising?  Include any additional promotion – kick-off event, local celebrity endorsement.

Container Labels/Signage and Bin Station Signage 

Instructions: Describe the bin station signage, container signs/decals, how they are being obtained, are event organizers or volunteers making the signs, etc.

Signage and banner positioning:

Sign specifics:

SECTION 5.  STAFFING/VOLUNTEERS NEEDS

Instructions: Provide an overview of staff/volunteer needs and duties (bin monitoring, emptying of full carts, clean-up, etc.).  Include tasks to be undertaken by the compost coordinator.

Number of volunteers/staff needed for monitoring and collection during each day of the event:

How are staff/volunteers being enlisted?  Who is responsible for getting volunteers?

Description of Duties
Number of Individuals Needed For Clean Up at the End of Each Day and Description of Tasks: 

Training

Instructions: Describe how the training will occur (before the event, as volunteers/staff come onto shifts).  Who is responsible for the training?  What will be included in the training?
SECTION 6.  EVALUATION

Evaluation Report

Instructions: Collect tonnage information provided by the hauler or processor. Use the NERC Environmental Benefits Calculator or the EPA WARM tool to determine resource use savings and greenhouse gas reductions from event composting and recycling.  Compile a brief report, distribute, issue press release, and post on event Website.

Vendor Recognition

Vendor recognition initiated (Example: signage, certificates, press release, or article posted on event Website):
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