
Collection Location & Local Government 
Unit (LGU) Semiannual Report Form

Report Instructions:

This semiannual 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 semiannual report shall be submitted by August 1st and by February 1st annually unless otherwise instructed in writing 
by the Department.

Download Microsoft Excel Report:
The Excel report should be saved to your computer directly from the New Jersey Department of Environmental Protection’s 
website. To download the appropriate report, please visit: 
http://www.state.nj.us/dep/dshw/ewaste/semiannual.html 

Complete this report with the information required for the 6-month reporting period. At the conclusion of the 6-month 
period, return to this PDF to complete the "Certification and Signature" section.

Information required:
Please complete the following information in the attached Microsoft Excel Contact Information report.

• Tab 1 - Collection Site Contact Info., Authorized Recycler Contact Info.
• Tab 2 - Date and weight (lbs) of CEDs received
• Tab 3 - Date, weight (lbs) of CEDs transported, and authorized recycler or transporter 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 report and the digital certification, attach the excel report as well as the certification 
pdf to an email and send it to ecycle@dep.nj.gov . 

PLEASE DO NOT ATTACH THE EXCEL REPORT TO THIS CERTIFICATION FORM PDF AND PLEASE SUBMIT THE EXCEL AS 
AN EXCEL SPREADSHEET.

http://www.state.nj.us/dep/dshw/ewaste/semiannual.html
mailto:ecycle@dep.nj.gov


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 Semiannual Report Instructions for Fillable Excel Reports 


Section 1 (Downloading the Certification Form): 


First download and save a local copy of the Certification PDF file of your category by right 
clicking “CERTIFICATION” under the correct category header and selecting either “Save 
Target As” or “Save Link As”. 


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 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): 


Now download the Excel report to your computer by right clicking the link “REPORTING 
FORM” under the category header and selecting either "Save Target As" or "Save Link As". 


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://get.adobe.com/reader/

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

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

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


NOTE: If you are unable to electronically sign, you may print out the form, sign and scan it.


Section 4 (Submission to the DEP): 


After completing the report and signing the certification form, attach both the certification 
form and the excel report to an email addressed to ecycle@dep.nj.gov. 


Please remember to save all work with the form to maintain accurate records. 
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