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Redmond MF Technical Assistance Protocol 
Fulcrum is the in-field tracking tool (“Fulcrum”) we are using on the project.  

Focused Property List_Cascadia Q4 2020 is the Excel Workbook (“workbook”) we’ll be using to track site visits. 

Underlined text corresponds to an outside source.  

RECRUITMENT 

Goal: reach property manager to schedule a contactless site visit 

1. Call phone number listed in the Focused Property List.  

a. If PM is available, ask the following questions to gain a better understanding of the current 

waste profile of the property, as well as obstacles the PM has been/is currently facing with 

waste and recycling on property: 

i. Because of the pandemic we know that the waste generation of MF properties has 

changed – Do you need any assistance addressing service level changes: increasing 

container sizes, or frequency of collection?  

ii. What kind of garbage and recycling signage and/or educational material do you 

currently offer your residents?  

iii. Have you hired an external vendor to deal with the property’s waste – i.e. valet 

waste, waste experts, etc? 

iv. What is the general demographic makeup of the residents? Are there any language 

needs? 

b. Verify/Ask the PM for their email address so we can email them a service change 

recommendation after completing site visits. 

c. Confirm unit count at the property and make update at Column K of workbook. 

d. Confirm existing services (frequency of pickup, collection days). This information will help 

verify when bins are subject to a bin audit. 

e. Schedule contactless initial site assessment at property; schedule appointment using the 

Fieldworker Calendar. 

i. Site assessment  
• Visit at least one waste room within the property – to identify materials 

needed for resident education.  

• Visit property dumpsters – to take measurements of area where the 
dumpsters are kept, as well as, to look inside the bins to assess current state 
of recycling.  

• I’ll provide (or install for you) educational posters [see attached].  

• I’ll provide additional resources, if needed, for residents*: 
a. Bladeless box openers  
b. Recycling tote bags 
c. Printed copies of WM’s Redmond multifamily recycling brochure 

 

https://web.fulcrumapp.com/users/sign_in
https://cascadiainc.sharepoint.com/sites/RedmondMF2020/Shared%20Documents/Task%201.%20TA%20to%20Property%20Managers/TA%20Process/old/Focused%20Property%20List_Cascadia%20Q4%202020.xlsx


  

REDMOND MULTIFAMILY TECHNICAL ASSISTANCE PROTOCOL  

REDMOND MF TECHNICAL ASSISTANCE PROTOCOL  

 TECHNICAL ASSISTANCE PROTOCOL | 2020 | 2  

2. If the phone number does not work, google secondary number or email. Add any additional phone 

numbers or emails to the Focused Property List. 

 

3. If you are unable to connect with property after two attempts (call/email), schedule a drop-in visit 

a. Ensure that you are tracking all contact attempts in Column C of workbook; by using 

Alt+Enter to create a new line break within the cell.  

4. Schedule appointment using the [FIELDWORKER CALENDAR] 

ONSITE VISIT  

Goal(s): 

Collect data – pictures, enclosure dimensions, service levels, bin audits 

Install signage – posters and stickers  

Provide resources for residents – recycling tote bags, box openers 

Ensure that the property has equal garbage and recycling service levels 

Before arriving at the property 

1. Verify that column F of the workbook is equal to 100% - which indicates a one-to-one ratio of garbage 

to recycling capacity. 

2. We also use the 0.125 cy/unit metric to assess sufficient recycling capacity. Reference Column AA 

from the workbook for current recycling capacity. 

3. If both metrics are met, the property is considered in an ideal state of recycling capacity. 

a. However, these targets are flexible depending on observations from the site visit and data 

collected from the bin audits. For example, if recycling containers are not full the day before 

collection day, then there is no need to increase recycling capacity. 

4. Review collection days via Columns AC thru AQ from the workbook. Review service information 

and notes about the property contact collected during pre-screening. 

At the property 

Waste Infrastructure 

1. Inform the leasing office or the PM of your presence on-site and collect a map of the property, if 

available. Note enclosures in map.   

2. Note if there is a staging area for container servicing; in other words, if there is a place other than 

the enclosure where the hauler picks up the containers. Mark Yes or No at Staging Area field in 

Fulcrum, make any notes regarding the area. 

Enclosure Audit 

3. Travel to each enclosure at the property to assess current service levels using Fulcrum: Site 

Assessment, Enclosure Data. Create a new record per enclosure. 

4. Mark the bin configuration and presence of chutes.  

a. For bin configuration, meaning the co-location of waste streams:  

1. A: G, R, FW (co-located) 
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2. B: G, R || FW (garbage and recycling together, food waste separate) 

3. C: G || R, FW (garbage separate, recycling and food waste together) 

4. … 

5. F: G, R || (No FW) (garbage and recycling together, no food waste) 

6. … 

5. Measure enclosure space.  

a. Start by delimiting the footprint of the enclosure by marking it with the safety cones. 

Ensure that adequate walk-space (3ft in front of containers) is considered when measuring 

the enclosure. 

b. Measure width, length and height of enclosure space. If an enclosure is located outside, its 

Height measurement is infinite; detail this by adding a zero to the Height field; if an 

enclosure is inside, record the Height from the ground to the lowest point of obstruction. 

Write detailed notes to complement pictures. This data will help inform recommendations 

for Redmond Zoning Code [21.38.020] regarding enclosure space.  

 

Example of space delimitation: 

 
Figure 1. Parking lot at Greystar-The Luke Apts 

 

6. Take pictures of the entire enclosure. Take pictures with Fulcrum from different angles and distances 

so we can review any possible limitations for making service changes at the enclosure.  

7. Post waste signage, stickers, or decals at enclosures or on waste containers so it is visible to 

residents. 

8. Record signage posted/collateral provided on the Fulcrum: Enclosure Audit, Installed Collateral. 

9. Create a new “Enclosure Record” if staging area exists. Take pictures and measurements of staging 

area. Not if it is blocking any public services; parking, fire hydrants, ramps, etc.  
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Bin Audits  

10. Conduct bin audits by creating a new record per container Fulcrum: Site Assessment, Enclosure Data, 

Bin Audit. For each bin audit, take a photo of the contents of the container, and fill out the bin audit 

information. If a bin is empty, still complete a bin audit for the empty bin and mark it as 0% full so we 

know that the bin was audited but was empty. 

11. Follow the material list for each stream; 

GARBAGE RECYCLING/COMPOST 

Flattened Cardboard (%) Flattened Cardboard (%) 

Un-Flattened Cardboard (%) Un-Flattened Cardboard (%) 

Other Recyclables (%) Bagged Recyclables (%) 

Organics (%) Loose Recyclables (%) 

Bulky (%) Organics (%) 

Non-Recoverable/landfill (%) Bulky (%) 

 Non-Recoverable/landfill (%) 

 
Figure 2. Interior of a four cubic yard container at Greystar-The Luke Apts 

 

Make service change recommendations  

12. Think through your initial recommendations. Look for possible limitations (space, overhanging 

obstacles, etc.) as they are potential talking points with property manager and may need further 

feasibility evaluation with WM.  

13. Make service recommendations based on your observations of enclosure type, bin contents, and 

other opportunities and limitations. Provide those recommendations in Fulcrum: Recommended 

Service Levels 

14. Provide detailed notes in the Property Notes about why you recommend the service level changes so 

another team member would be able to read your notes and understand your rationale. 

15. Provide any collateral to help with resident engagement to PM – Record under the Fulcrum: 

Resident Engagement Collateral 

a. Box cutters – NOTE: Quantity is limited, so prioritize to properties that asked for them from 

WM summer interns’ engagement in 2019 (detailed in Column X of workbook) and only 

provide enough for 25% of units at a given property. 

b. Tote Bags 

16. We will be reporting amount of collateral delivered to each property, so having an accurate count of 

this is important! 
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17. Plan to follow up with the PM with your recommendations in the office either through phone or 

email. 

IN-OFFICE FOLLOW UP  

1. Follow up with the PM about additional education materials available for residents, as well as 

recommended service level changes using the email template from Karissa Jones, WM.  

a. If a service change is recommended, copy WM City Services at 

pnwmunicipalaffairs@wm.com they will provide Cost Estimates. 

2. For compost service. If the property’s recycling stream is considerably clean (Max 20% 

contamination), provide the PM with a Want to Compost? flyer from the City, and then send their 

contact information to: 

a. Sam Wilder at swilder@wilderenvironmental.com, and cc 

b. Stacey Auer at SLAUER@redmond.gov  

 

mailto:pnwmunicipalaffairs@wm.com
mailto:swilder@wilderenvironmental.com
mailto:SLAUER@redmond.gov
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