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As a guide to help you decide what to shred and what not to shred please review the information below and post in a visible area near your desk.  This guide does not establish corporate document retention policies or guidelines.  Rather, this policy addresses only the method of assuring the secure destruction of information and materials, which are being discarded.

Do Include

All media (meaning all methods and channels of communication, i.e., e-mail, correspondence, facsimile, copy,et al) that has not been released to the public is to be considered proprietary information.  This includes but is not limited to the following items.

· All accounting and financial documentation

· All customer support documentation

· All human resource documentation

· All sales and marketing documentation

· All operations and technical support documentation

· Reports, records, files, studies, analyses, bids, budgets, forecasts, blueprints, associate files and records, support and training material, diskettes, video tapes, CD’s, microfiche, transparencies, photos, carbon paper, etc.

· Correspondence such as memos, letters, business cards, credit cards

· Any material that includes your company name or customer information 
In addition to this proprietary information, additional Protected Healthcare Information (PHI) should be considered confidential:

· Databases maintained in Research Labs

· Billing information and Registration records

· Lab Report Slips

· You do not have to worry about, staples, file fasteners, paperclips

· Or spiral bound notebooks

This list is not all inclusive.  If you have a question about PHI, always refer it to your HIPAA Compliance Officer or your supervisor.

When in doubt, associates should err on the side of treating information as proprietary.
Do Not Include

· Any food items or food containers or wrappers including plates, cans cups, drink,etc.

· Packaging or wrapping materials such as copy paper wrapping, etc.

· Glass, metal, solid wood products, solid plastics, polystyrene and Styrofoam

· Toner cartridges

· Wet waste, liquids, paper towels, and tissues

· Three ring binders

· All materials in general circulation such as newspapers, magazines, etc.

If a console needs to be emptied before regular service please call ProShred Security at 413-596-5479.  Thank you for your cooperation in this very important matter.

Joseph A. Kelly

Document Security Specialist
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