
Collection Location & Local Government 
Unit (LGU) Semi-Annual Report Form

Report Instructions:

This semi-annual report shall be submitted by all collection locations:
Collection location means the operator of every collection location identified in each manufacturer’s plan and any local 
government unit that collects covered electronic devices (13:1E-99.105c).

LGU means any county or municipality, or any agency, instrumentality, authority or corporation of any county or 
municipality, including, but not limited to, sewerage, utilities and improvement authorities, or any other political 
subdivision of the State. 

The semi-annual report shall be submitted by August 1st and by February 1st annually unless otherwise instructed in 
writing by the Department.

Download Microsoft Excel Report:
Click the button below to download and save the Excel report to your computer. Complete this report with the information 
for the 6-month reporting period. At the conclusion of the 6-month period, return to this PDF to attach the completed Excel 
report and complete the "Certification and Signature" section.

Information required:

Please complete the following information in the attached Microsoft Excel report.
• Part 1 - Contact Information
• Part 2 - Date and volume (lbs) of CEDs received
• Part 3 - Date, volume (lbs) of CEDs transported, and authorized recycler used

Please Note - The above report must be completed using Microsoft Excel. Please include the required information and 
save the report. In order to use all of the features and calculations provided in the Excel report please enable macros when 
the report launches. 

For additional instructions on completing the Excel report please see the

Submitting the Report:
After completing the above report please attach the Excel report to this document with the button below. Once the 
report is attached please continue to the next page to certify and sign the document. 



Printed name*: Title*:

Phone #*: Fax #:

E-mail address*:

Signature of person responsible for 
preparing report*: Date*:

(Required fields must be entered first)

The entire report shall be submitted electronically to the NJDEP:
• E-Mail to ecycle@dep.nj.gov    (Do Not Send Hard Copy)

Questions? Contact DEP at (609) 984-3438 if you have any questions

Signature of  Responsible Official*: Date*:

(Required fields must be entered first)

Printed name*: Title*:

Certification and Signature:
This report shall be signed by a responsible official as defined below:

The certification shall be signed as follows: (1) For a corporation, by a principal executive officer of at least the level of 
vice president; (2) For a partnership or sole proprietorship, by a general partner or the proprietor, respectively; or (3) 
For a municipality, State, Federal or other public agency, by either a principal executive officer or ranking elected 
official; and

The certification shall be signed by a person described above or by a duly authorized representative of that person. A 
person is a duly authorized representative only if: (1) The authorization is made in writing by a person described above; 
(2) The authorization specifies either an individual or a position having responsibility for the overall operation of the 
operation or activity, such as the position of plant manager, or positions of equivalent responsibility; and (3) The 
written authorization is submitted to the Department.

mailto:ecycle@dep.nj.gov
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New Jersey Department of Environmental Protection 
Division of Solid & Hazardous Waste 


 
Electronic Waste Semi-Annual Report Instructions for Fillable Excel Reports 


 
 
Section 1 (Downloading the form): 
 


First download and save a local copy of the PDF file, “AR Semi Annual Report.pdf”. 


The next step is to open the PDF file inside of Adobe Acrobat Reader DC (a version of XI or 
higher is required). It is a free software available for download at https://get.adobe.com/reader/.  


** Please note – Adobe Reader is required to access the Excel report forms and digitally sign the 
document. For step-by-step instructions on downloading and installing Adobe reader please visit 
https://helpx.adobe.com/acrobat/kb/install-reader-dc-windows.html (Windows) or 
https://helpx.adobe.com/acrobat/kb/install-reader-dc-mac-os.html (Mac). ** 


 


Section 2 (Downloading the Report Form): 
 


The Excel report should be saved to your computer directly from the PDF by clicking the green 
button labeled, “Download Report”.  


 
 


Features of the Excel report can only be used through enabling Macros on the form itself. To 
enable Macros, follow these steps immediately after opening the file in Microsoft Excel.  
 
When opening the Excel report for the first time, you may be prompted a security warning 
towards the top of the form. Click on the “Enable Content” button.  
 


 
 



https://get.adobe.com/reader/

https://helpx.adobe.com/acrobat/kb/install-reader-dc-windows.html

https://helpx.adobe.com/acrobat/kb/install-reader-dc-mac-os.html





 
Then you may be prompted an additional question asking if you want to make this file a Trusted 
Document. Click on the “Yes” button. 
 


 


 


Following these steps will enable Macros on your form, making the form work accordingly. 


 


 


**Enabling Macros on Older Versions of Microsoft Excel** 


If the version of Microsoft Excel installed is from 2007 or earlier, the formatting of the Security 
Warnings will appear differently from the images previously portrayed. If your Microsoft Excel 
is from 2007 or earlier, follow these steps immediately after opening the file. 


 


When opening the Excel Report for the first time, you may be prompted a security warning 
towards the top of the form. Click on the “Options…” button.  
 


 







Then you may be prompted a dialog box asking if you want to enable the content of the form. 
Click on the button next to “Enable this Content”. Then click on the “OK” button.  
 


 
 


Following these steps will enable Macros on your form, making the form work accordingly. 


Section 3 (Attaching the Excel File): 
 


Once the 6-month period is complete and all the information has been entered into the Excel file 
the report is ready to submit. Return to original PDF that the form was downloaded from and 
attach the completed Excel file. This is done by clicking the “Attach Completed Report” button 
in the section labeled “Submitting the Report”. 


 
 


Continue to the “Certification and Signature” section only after the report has been attached to 
the PDF. 


 


 


 







Section 4 (Certification and Signature): 


After attaching the completed report continue to the “Certification and Signature” section.  


When opening the Certification and Signature form in Adobe Reader, the form will contain the 
ability to use digital signatures. Both the Owner/Authorized Member signature and the 
responsible individual(s) signature are required in the digital signature format. A signature field 
will be denoted by having a red mark in the top left corner of the field (see below). 


 
 


Clicking on the signature field will bring up a prompt with steps instructing users to sign with a 
digital ID. The first step is to click the “Configure New Digital ID” button. 


 


 
 


 


If you do not already have a Digital ID file on your computer then select the third option, “Create 
a new Digital ID” and click continue. 


 


 


 







 
 


Select the “Save to File” option and click continue. Then enter your information and create a 
password  


 


 
 


 







The digital ID that was created in the previous steps should now be selected. You will be 
prompted for your password. After entering your password click on the sign button in the bottom 
right of the window. The field will now be digitally signed. 


 


 
 


 
Section 5 (Submission to the DEP): 
 
After completing the report and the digital certification and signature, attach the report to 
the pdf and send it as an attachment to ecycle@dep.nj.gov Additionally, to facilitate an 
increase in performance and ease of use include any suggestions, questions or concerns in 
regards to this new submission method. Please remember to save all work with the form to 
maintain accurate records. 
 


 


 






1 - Contact Info

		

		PART 1 – Contact Information

		Collection Location Name:

		Is this collection location in a manufacturer collection plan?		0

		Collection Location Address:

		Contact Person's Name/Title:

		Mailing Address:
(if different than the above)

		Contact Email Address:

		Contact Phone Number:

		6-Month Reporting Period 
(Check one)		0		0

		Reporting Year:
(Enter as YYYY, ex '2017')

		Authorized Recycler(s) (AR) Information

		AR Identification Number (NJDEP issued 6 digit number)		Authorized Recycler Name		AR Contact Person's Name



Yes this site is included in a manufacturer collection plan.

No this site is not included in a manufacturer collection plan.

January - June

July - December



2a - Received - Detailed

		CER Name:		[enter name on 'CER Contact Info' tab]

		PART 2: DEVICES RECEIVED - INFORMATION ON TYPES & QUANTITIES OF CEDs AND non-CEDs MATERIAL COLLECTED BY THE REPORTING CER

		Part 2a - Detailed Information (per 22a-638-1(c)(7)(B) & (C))

		Year - Month
(yyyy - mm)		Town of Origin of CEDs Received
●  CT City or Town of Origin; or
●  If electronics are coming from a  CT regional or multi-town collection site, report the origin as the name & address of that site.		Type of Collection
●  permanent municipal facility
●  permanent regional facility
● permanent non-muni facility
●  one-day municipal event             one-day regional event                     one day non-municipal event		Manufacturer
(if known - 
not required for televisions)		Brand
(if known - 
not required for televisions)		Type
● Computer
● Monitor
● Printer
● Televisions
(choose one)		# Units 
Received		Pounds 
Received

		Totals





2 - Received

		Collection Location Name:		[enter name on '1 - Contact Info' tab]

		PART 2: DATE, WEIGHT OR VOLUME OF CEDs RECEIVED

		Date CEDs Received at Your Collection Location:		Weight (in lbs.) or Volume (cubic yds.) Received: of Each Type of CED
per day for this 6-month reporting period (if available)												Total Weight (in lbs.): of all CEDs per day for this 6-month reporting period (required)

		Date		CED Computers				CED TVs				CED Desktop Printers and Desktop Fax M/C				Total

				Amount		Unit		Amount		Unit		Amount		Unit

		TOTAL		0.00		(in lbs.)		0.00		(in lbs.)		0.00		(in lbs.)		0.00

		Example: 02/19/2017		120.00		Pounds		100.00		Pounds		200.00		Pounds		420.00

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0
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						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0

						Pounds				Pounds				Pounds		0.00		0		0		0
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4e - Percentages

		CER Name:		[enter name on 'CER Contact Info' tab]

		PART 4: TYPES, QUANTITIES (TONS) AND DESTINATIONS OF MATERIAL SENT OUT FROM THE REPORTING CER

		Part 4e – Percentage Recycled and Re-used/Refurbished, Percentage Disposed

		(Percentage Recycled should not inlcude portion of materials sent out for recycling by CER that is ultimately disposed)

		Type of electronics		Total Percent of Received Electronic Waste  that was Recycled 1  or  Reused/ Refurbished 2 (by weight) 
(for this 6-month reporting period)

1 - data from tab 4a
2 - data from tab 4b		Total Percent of Received Electronic Waste that was Directly 3 or Indirectly 4  Disposed (by weight)
(for this 6-month reporting period)

3 - data from tab 4d
4 - data from tab 4a

		Computers, Monitors, Printers		     

		Televisions		     		     

		Non-CEDs		     		     





Summary

		Collection Loaction Name:		[enter name on '1 - Contact Info' tab]		0.00		0.00

		Summary Sheet (Totals Per Authorized Recycler)

		Authorized Recycler (AR) Transporting CEDs		Total CED Computers		Total CED TVs		Total CED Desktop Printers and Desktop Fax M/C		Total CEDs Transported

				0.00		0.00		0.00		0.00

				0.00		0.00		0.00		0.00

				0.00		0.00		0.00		0.00





Drop-Downs (do not change)

		Batteries				CEDs - Computers								Contaminated Plastic						Incineration with Energy Recovery										Approved Collection Site

		Glass - Leaded				CEDs - Monitors								Glass - Leaded						Incineration without Energy Recovery										Municipal Transfer Station

		Glass - Non-leaded				CEDs - Printers								Glass - Non-leaded						Land Disposal										Regional Collection Site

		Glycol				CEDs - Televisions								Glycol						Landfill - ADC (Alternative Daily Cover Material)										One-Day Collection Event

		LCD/LED Monitor Screen Material												Other Disposable Material																Manufacturer

		Mercury-containing Material												PCBs

		Other Recyclable Material												Plastic film/ Shrink Wrap

		Paper / Fiber												Printed Circuit Board Residue

		Plastic film/ Shrink Wrap												Wastewater Sludge / Residue

		Plastic Rigid (Light & Dark)												Wood

		Scrap Metal including wires and cords

		Shredded Circuit Boards

		Whole Cathode Ray Tubes

		Whole Printed Circuit Boards

		Wood

		CEDs - Computers				2017				Pounds

		CEDs - Monitors				2018				Cubic Yards

		CEDs - Printers				2019

		CEDs - Televisions				2020

		Batteries				2021

		Glass - Leaded				2022

		Glass - Non-leaded				2023

		Glycol				2024

		LCD/LED Monitor Screen Material				2025

		Mercury-containing Material				2026

		Paper / Fiber				2027

		Plastic Film/ Shrink Wrap				2028

		Plastic Rigid (Light & Dark)				2029

		Scrap Metal including wires and cords				2030

		Shredded Circuit Boards				2031

		Whole Cathode Ray Tubes				2032

		Whole Printed Circuit Boards				2033

		Wood				2034

		Other Recyclable Material				2035

						2036

						2037

						2038

						2039

						2040
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