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Total Secure Shredding, Inc.
Who am P

Hey Folks, my name is Mike
YNJ dzaa | yR
Owner of Total Secure
Shredding, Incg the premier
shredding company in San
Diego California.

As a former corporate
accountant and financial
analyst with a degree in
Management Science from
UCSD | took every bit of
business knowledge | had
and plunged head firsbut

my cozy corporate job into
an industry | had only limited
knowledge about.

Howbnd ¢SQ@S 0695
around?
This leap into the Paper

Shredding Industry  took
place back in the later part of
2006.

And from that very first day
of handling our very first
R2 Odzy Sy i
put everything | had into
making sure Total Secure
Shredding was the best
shredding company it could
LJ2 & & A dahdthaon®ahs
putting the security of your
documents at the forefront
of importance for all our
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operations each and every
day.

YWhv paper shredding?

Hardly a day goes by where |
R2y Q4 3ISG GiRgS
why | got into the shredding
business.

One thing | knew for sure
was that | no longer could
keep going on as a financial

T2NJ 0K Gnalddzinbwin® Tip to HgS

little cubicle each and every
day.

I krew | had to get into
business for myself and the
only question was which

business would it be?

Once a week | would see the
shredding guy come to the
office  and pickup the
shredding in the accounting
RSLI NI YSyiX
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Being exmilitary and a
Disabled Veteran of the
United States Nay, | knew

L

that I could brimgy
unparalleledprofessionalism
attention to detail, and

military like devotion to duty
that the industry lacked in
order to make a real impact.

X ''yYyR
have made!
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Problems we solve.

We help Businesses,
Government Agencies, Nen
Profts, and Residents by
servicing the ever growing
need for fast, secure and

professional Document
Destruction.
LG oFayQi G622

ago that just about every
document had a social
aSOdzNR G &
to mention account numbers
and other criical personal
information.

Even though all this personal

information was readily
found on most official
papers, the worry of

shredding was really never a
hugeconsideration.

But with the rise of the
Information Age and the
continual threat of Identity
Theft constantly on the rise,
the need to properly dispose
of these documentsn now
an absolute must.
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And despite all the desire to

y dzY 6 S Ndradsform A it & 2téuly

paperless society, the ease at
which we can print out
multiple copies of
documents as very little @b
has only added to the
amount of paper we manage
to accumulate.

So in effect, the digital age
and rise of computershas
LIN2 RdzOS R -Two

t dzy OK ¢ AY
proliferatingldentity Theft:

1. Computers and the
internet make it easy
and affordable, while

keeping ID  Thieves
almost anonymous For
ID Thieves as they

access your personal
information and rip you
off!

2. With the days of carbon
paper and typewriters
far off in the past,
multiple copies of just
about everything that

& f2y3

can be put on paper are
piling up onevery desk
in every home and
business throughout the
world.

lrff GKA& | yR
gotten to destroying althe
valuable information that is
kept on electronic media
such as Hard Drives.
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handle

So if your papethas moved
beyond what that little

shredder next to your desk
can handle2 NJ A ¥
way too many hourdo shred
all of it then you need to
1y26 GKSNBQa

| layout everything you need
to know on these next pages
soyou can make an informed
decision when that time
comes around
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Security

Know thy shredding vendor:

Choosing a shredding company is primarily a matter of &30 You
Trust Your Shredding Company?

Every singleshredding company must have a Policies & Procedures Operations Manual in place that
ensures your documents are being treated with the proper security and professionalism both Prior and
After actual destruction.

Here are just a few things to check foritlis not meant to be an exhaustive list)

o Written Policies & Procedures Operations Manudlhis ensures all required security measures are
carried out daily. Your shredding company should be able to provide you a written copy of the
manual upon request.

e Standard UniformsThese readily identify the employees of your chosen shredding vendor. A
sharp, clearly marked uniform lets you, your customers, and your neighbors know that the
shredding company you chose takes their job seriously.

e |.D. BadgesProperl.D. Badges with Name, Photo, Title, and Shredding Companies Name let you
knowexactly whod 2 dzZQNBE RSFf Ay3 gAGK gKAES @2dz2NJ aSNBAOS
gNRYy3I @2dz 1y26 6K2 G2 yIYS gKSy 3IFSUGIAYX @I12079
know who to proclaim the virtues of when writing back to your shredding company with a
Testimonial.

Security Tip All shredding

J Backgrqunql (?hecké’our Shredding Vendshould be O2YLI yASaE i KT
performlng initial and regular background checks and drug / SNIIATASRE 5 &
screening on all employees who have access to docume Association  for  Information

prior to destruction. Destruction (NAID) have bee

_ audited by a third party to
e Secure TransportMake sure all containers that transport e These e [eieiEne

unshredded docqments are secure ar?d lockablerdepto and much more. When you
prevent gnauthgrlzed acce.ss and acIC|dentaI document |03 frasen A NAE @i
due to wind. This also applies to vehicles that transport / 2YLI Y@ 2 2 dz 1
unshredded documents to a destruction facility for dispos:

choosing a shredding compar
that meets or exceeds the
AYRdza i NB Q& KA
standards.
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¢ Receipts Every transaction that involves removal and destructionaxfuiments from your location
must result in an immediate receipt indicating the type and quantity of documents slated for
destruction.

¢ Certificates of DestructionEvery destruction event must result in a certification from your
shredding vendor to you HIs should indicate the type of medium, quantity destroyed, and the date
of destruction. Many times the Certificate of Destruction can be included on your receipt if the
documents are immediately destroyelor unwitnessed destruction, the Certificate Wilave to be
provided post destruction subsequent to receipt.

e Un-witnessed or OffSite DestructioyY 9y & dzZNB | y& R2O0dzySyda GKIFG @&2dz
are taken to a secure facility that includes 24 hour video surveillance and alarm monitoring along
with restricted access only to individuals who have passed background checks. All video surveillance
should be recorded and kept on file for 90 days.
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Service Selection

W,
¢ Witnessedor Un-witnessed Why would anyone choose un _ 4
witnessedpaper shredding Ultimately, whether you watch your
documents physically get shredded or natposing a shredding
company is a matter of trust. You might really trust your shreddir
companyand everstill want to witness the shredding. ——

On the other handyou may really trust your shredding company to the point of allowing tteem t
AKNBR SOSNEROGKAY3I | gl& FNRBY & 2dzNJ RANBOUG & dzZLISND
wS3II NRf Saa 2F gKAOK aSNBAOS &2dz OK22aS3> @&2dzQf
company as insurance that the job was perfornpedfessionally.

Value Tip There can be considerable savings for you and your shredding project if you cons

the UnWitnessed optiond { SS-ditd Y KNS RRAY 3¢ 06St2¢ TFT2NJ (F

e Mobile Shreddings where a large high speed shredding truck is sent out to your location for
shredding. Everything is shredded before the shredding truck leaves. This provides the highest level
of customer confidence since you can watch and supervise the entire evoltioertificate of
destruction is provided at the end of each mobile servicing.

Value Tip Not all shredding trucks shred at the same speed. Along with considering price, yo

may also want to get an estimate of how long the shredding will takiéer all,time is moneyd

¢ Pickup $ireddingis whenyourdocuments are picked up by the shredding service, delivered to a
secure shredding facility, and promptly shredded with a certificate of destmutteing sent out to
you upon completion.

This type of secure shredding option typically comes at a discount compared to the mobile
shredding option. The reason this option is often more affordable is because it allows the shredding
company more flexibility in the use of its shredding resources.

For example, vehicles used for simple pigs are much less costly than mobile shredding vehicles.
Consequently they are more widely availallerder toperform pickup duties. The documents can
(KSYy 068 RSAGNRESR (i (K$ESASOUMBNEE DARKGYFSBRAR
demand. This flexibility can then be translated into more affordable prices to you.
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Security TipOne item to keep in

Drop-Off is perfect for those customers with less than 10 mind is whether the shredding
standard size file boxes. It may also be a great way to get company you choose for pilp

discounted shredding for very large quantities of documents shredding actually performghe

you are already is in possession of a large Velsiod have the shredding at their facility. Be sur
personnel capable of transporting this large quantity down tqEFSERIRVISRTISRIToN company yol
a secure shredding facility. choose for pickup shredding
performs the shredding
themselves or whether they
outsource it to another company

Many times the discount will only be provided if you choose
not to witness the destruction. Make sure to agkether you
will be able to watch the documents get shredded while you
wait if you would prefer the witnessed option.

If the shredding is outsourced t
another company, you may wan
to checkout that company also.

Value Tip If you have
more than 10 standard

size file boxes it may b
worth your while to
check with the
shredding company of
your choice to geta

price quote for mobile
or pickup shredding
service. Once over 10
boxes, you might Dbe
surprised how small the
price increase is tc
upgrade.
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Purge or Reoccurring Service

ePurged NB | f a2 NI FéMeRBakh diiia déa ¢Kh
occurs when you are going to purge/cleant some older files that
no longer need to be kept on hand.

This can range from just a box of documents up to hundreds or
even thousandsf file boxes. Depending on your specific
requirement or the requirement of your organization, you may
either want witnessed or uwitnessed document destruction. In either event, make sure you get a
certificate of destruction.

Value Tip:Many Shredding Companieffer the option of dropping off secure locking bins (see
below) at your location, allow you to fill them up, and then the Shredding Company will returt
shred the contentg either Mobile or Pickup Service.

However this option may involve additionaists since your shredding job now requires multiple
trips. Be sure to ask your preferred shredding company the price difference between a simpl
purge (one trip) versus a purge where bins are dropped off and then later retrieved for shred
(multiple trips).

e Reoccurring Servicis typically considered to be at least or@eery monthwhere a shredding
company will come to your location to perform either mobile or pickup shredding services. Secure
locking containers are typically provided at no additional charge along with the reoccurring service.
Two types of locking containefsf many) thatare commonly used in the industry:

e
—_— -
Executive Console 65 Gallon Bin
Approx80 Ibs capacity Approx200 Ibs capacity
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As a general rule of thumb, 5 employees should fill one executive console (100 Ibs capacity) one
time per month. That comes tapproximately 18bs of capacity per employee per month.

Different types of organizations or different departments within agasrization will produce
varying amounts of output. For example, accounting departments produce a larger amount of
documents that need shredding as compared to other departments.

Value Tip It is always more cost effectivi
to go with more containers orafger
containers than to opt for shorter picku
intervals.

However, the 65 gallon bins do start t

show signs of wear after repeated us
and many offices prefer the appearanc
of the executive console. So keep in mil
office space and aesthetics, not fju
price, when considering reoccurrin
service.
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Location, Location, Location

|
¢ What part of town are you in?You can probably expect ' \
to pay more for a mobile or pickup serviégou live far
from a metro area. Be sure to double check that the
AKNBRRAYy3I O2YLI yeé @&2dzQNB
location on their normal routes in order to avoid any
additional fees.

B

astis -,-/ -

e. A3 AKNBRRAY3I (NHzO1 & R2y Qi rRoxealy Stéep hilR Fnisys f 2y 3 LINJI
something to consider when deciding on having a shredding company come out to your residence or
home business. Some shredding companies do not service residential customers because of this so
be sure to ask if the compangydzQNBE a St SOlAy3d ®eaSa aSNBAOS NBaA

¢
(V)]

¢ Shredding companies are not moving companies. When hiring a shredding company, keep in mind
where in your hous or facility the documents are currently stored. A small, simple, and relatively
inexpensive jolzan turn into a large, hard, and expensive job if the documents are not readily
accessible.

ValueTipL G Qa @& L
problem for a mobile
shredding truck to come ou
to a storage unit. Ask the
management personnel a
your storage unit facility

whether there has been any
problems  with  getting
mobile shredding trucks ir
or out ¢ they may even have
a company they
recommend!
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Pricing

e What is a standard size file box® standard size file box is the most
common size file box you may purchase from most office supply stor
and it is the most typical unit of measure used when determining pag
volume to provide a price quote for a Purge. The size per standard ¢
file box is

&\
>
¢
(0p))
M-

Mné¢ KAIK E longé

Mp €

Basically you are looking at a total volume measurement. So if you were to multiply all three
dimensions together you would get 1,800 cubic inches. Consequently, any box that produces the
same amount ofolume, no matter the exact dimensions of each side (as long as the product of all
the sides equals 1,800), you can safely consider that box equivalent to a standard size file box.

e2 KI 1 Q& ( K SVost sheddiigiz¥nkpanies charge a minimum pri
to make a trip out to your location. Typically, a set nambf standard size
file boxes are included in this price. Be sure to ask what the shredding
minimum is and how many standard size file boxes are included in that
minimum.

Value TipL ¥ &
considering a mobile

or pickup shredding
service 0 dzii F
have the minimum
number of boxes,
you might want to
consider asking &
neighbor. You coulc
then split the bill
and save!

¢ Whether it is standard size file boxes, executive consoles, or rolling bin
most siredding companies will charge a fixed rate per container based
total quantity. And typically, the price per container will decrease as
volume increases. So, when calling a shredding comiiensure to know
K2g YlLyeée aidlyRINR ashiedliingg2ESa &2

2 NJ

Value Tip It may be a good idea tc
let the shredding company knov
how often you expect to need thei

service. They may provid
discounts on your current reques
or future request in order to earr
your business.
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e 9 @Sy A T hayetttz ddR@mgrisialready in standard size file boxes, having an approximation
will greatly help in getting an accurate price quote. Most shredding companies will use 65 gallon
containers, equal to a certain number of standard size file boxes, to pravidal invoice. Be sure
to ask the company your considering how they will determine a final price if the items are not
currently in standard size file boxes.

e Charging by the minute &8 h f R andholichger is a practice used by most shredding companies
Back when the mobile shredding industry first began, the mobile shredding trucks were much
slower than they are today.

Back then, it was the custom for shredding companies to charge by the
minute or the hour along with a minimum charge. Since then, due tqEZ&VBETN =TS 1Y
the massive throughput of new shredding trucks, charging by the
minute or hour is no longer practical.

by the minute or by the
These new shiding trucks are capable of shredding anywhere fronfRUS IR El ST EI RER (o] |
5,000 to 9,000 pounds per hour. Two hundred pounds of document{eltl{e[SENeI g (TolelvlV]f13Te
(anywhere from 7 to 10 standard size file boxes) can now be shred (REEIEER TR EVACT [ T

in just a couple of minutes. paying a lot more due tc
the speed, or

What shredding companies have given npiice per pound is now thereof, of

made up in volumeModern shredding companies with modern shredding

equipment can now perform multiple jobs in the time it took to and personnel!

perform just one job years ago.

e There may b@ther chargedo consider besides what rate a company chargescpatainer. Some
companies may charge fuel or administration charges that are added to your final invoice. Many
times, shredding companies will haul away cardboard boxes after shredding their contained
documents for a minimal extra fee.

Also note thatadditional fees may be applied if the documents have to be transported up or down
stairs or multiple floors via an elevator. Shredding companies expect your documents to be readily
accessible upon arrival to the shredding location.

Be sureto ask if theJNKA OS 1jd2 (S LINPOPARSR o6& GKS
considering is all inclusive or if there will be any other fees or surcharges
applied.
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e Cardboard boxesMost shredding companies do not shred the
cardboard box along with the documents contained inside. The
reason is simple: cardboard is a different grade of paper from that
of the contents. Since all shredded paper is recycled, eliminating
any cardboard fsm the shredded documents increades
recyclability. The easiest way to eliminate a majodt cardboard
is to separatehe cardboard boxes from their contents prior to shredding.

¢ Medical records containing-Rayspose a problem with regard to recybiléity when shredded with
paper documents. A large volume ofays in proportion to shredded paper can destroy the value of
an entire load of shredded paper. Additional requirements and charges may be applied wdnen x
have not been removed from papereadical files. Please notify your shredding company
representative if yourecords include xays.

e Here is a list of itemthat SHOULD NQJe placedn with your papershredding This list may not be
all inclusive. Be sure to ask your shredding compaygufhave any questions or concerns:

 /5Qa Security Tip{ 2Y$ 2F (KS AGSya 2
o Diskettes LI F OSSR Ay &2dzNJ LI LISNJ & KNJ
* Zip Drives destroyed before disposal. Be sure to ask your shredc
 Hard Drives company if they can destroy these items sepahatfrom
* Newspaper your paper documents.

¢ Magazines

e Plastics

e Food or Drink Containers Security Tip+ SNE > +SNE LYLRZNIIF Yy
e Cardboard

e Brown Bags Must be properly destroyed prior to disposal.

e Plastic Binders May or may not need to be destroyed prior to

e 3-Ring Binders disposal depending owhether or not Personal

e Metal Objects IdentifiableInformation (PIl)is located somewhere in

e Xrays these items (for example: address labels).
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