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Total Secure Shredding, Inc. 

Who am I? 

Hey Folks, my name is Mike 

YǊŀǳǎǎ ŀƴŘ LΩƳ ǘƘŜ /9h ŀƴŘ 

Owner of Total Secure 

Shredding, Inc. ς the premier 

shredding company in San 

Diego California.  

As a former corporate 

accountant and financial 

analyst with a degree in 

Management Science from 

UCSD, I took every bit of 

business knowledge I had 

and plunged head first out 

my cozy corporate job into 

an industry I had only limited 

knowledge about. 

How lonƎ ǿŜΩǾŜ ōŜŜƴ 

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 

ŘƻŎǳƳŜƴǘ ŦƻǊ ǘƘŜ ǇǳōƭƛŎΣ LΩǾŜ 

put everything I had into 

making sure Total Secure 

Shredding was the best 

shredding company it could 

Ǉƻǎǎƛōƭȅ ōŜΧ and that means 

putting the security of your 

documents at the forefront 

of importance for all our 

operations each and every 

day. 

Why paper shredding? 

Hardly a day goes by where I 

ŘƻƴΩǘ ƎŜǘ ǘƘŜ ǉǳŜǎǘƛƻƴ ŀǎƪing 

why I got into the shredding 

business. 

One thing I knew for sure 

was that I no longer could 

keep going on as a financial 

analyst showing up to my 

little cubicle each and every 

day. 

I knew I had to get into 

business for myself and the 

only question was which 

business would it be? 

Once a week I would see the 

shredding guy come to the 

office and pickup the 

shredding in the accounting 

ŘŜǇŀǊǘƳŜƴǘΧ L ǿŀǎƴΩǘ 

impressed. 

Being ex-military and a 

Disabled Veteran of the 

United States Navy, I knew 

that I could bring 

unparalleled professionalism, 

attention to detail, and 

military like devotion to duty 

that the industry lacked in 

order to make a real impact. 

Χ !ƴŘ L ǘƘƛƴƪ ŀ ǊŜŀƭ ƛƳǇŀŎǘ L 

have made! 
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Problems we solve. 

We help Businesses, 

Government Agencies, Non-

Profits, and Residents by 

servicing the ever growing 

need for fast, secure and 

professional Document 

Destruction. 

Lǘ ǿŀǎƴΩǘ ǘƻƻ ƛƴŎǊŜŘƛōƭȅ ƭƻƴƎ 

ago that just about every 

document had a social 

ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊ ƻƴ ƛǘΧ ƴƻǘ 

to mention account numbers 

and other critical personal 

information. 

Even though all this personal 

information was readily 

found on most official 

papers, the worry of 

shredding was really never a 

huge consideration. 

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 documents in now 

an absolute must. 

And despite all the desire to 

transform into a truly 

paperless society, the ease at 

which we can print out 

multiple copies of 

documents as very little cost 

has only added to the 

amount of paper we manage 

to accumulate. 

So in effect, the digital age 

and rise of computers has 

ǇǊƻŘǳŎŜŘ ŀ άhƴŜ-Two 

tǳƴŎƘέ ƛƴ ǘŜǊƳǎ ƻŦ 

proliferating Identity 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 

can be put on paper are 

piling up on every desk 

in every home and 

business throughout the 

world.  

!ƭƭ ǘƘƛǎ ŀƴŘ ǿŜ ƘŀǾŜƴΩǘ ŜǾŜƴ 

gotten to destroying all the 

valuable information that is 

kept on electronic media 

such as Hard Drives. 

²ƘŜƴ ƛǘ ŎƻƳŜǎ Řƻǿƴ Řƻ ƛǘΧ 

¢ƘŜǊŜΩǎ ƻƴƭȅ ǎƻ ƳǳŎƘ ȅƻǳ Ŏŀƴ 

handle. 

So if your paper has moved 

beyond what that little 

shredder next to your desk 

can handle, ƻǊ ƛŦ ƛǘΩǎ ǘŀƪƛƴƎ 

way too many hours to shred 

all of it, then you need to 

ƪƴƻǿ ǘƘŜǊŜΩǎ ŀƴ ŀƭǘŜǊƴŀǘƛǾŜΦ 

I lay out everything you need 

to know on these next pages 

so you 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 trust ς Do You 

Trust Your Shredding Company? 

Every single shredding 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 for (this is not meant to be an exhaustive list) 

 Written Policies & Procedures Operations Manual: This 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. 

 

 Standard Uniforms: These 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. 

 

 I.D. Badges: Proper I.D. Badges with Name, Photo, Title, and Shredding Companies Name let you 

know exactly who ȅƻǳΩǊŜ ŘŜŀƭƛƴƎ ǿƛǘƘ ǿƘƛƭŜ ȅƻǳǊ ǎŜǊǾƛŎŜ ƛǎ ōŜƛƴƎ ǇŜǊŦƻǊƳŜŘΦ LŦ ǎƻƳŜǘƘƛƴƎ ƎƻŜǎ 

ǿǊƻƴƎ ȅƻǳ ƪƴƻǿ ǿƘƻ ǘƻ ƴŀƳŜ ǿƘŜƴ ƎŜǘǘƛƴƎ ōŀŎƪ ǿƛǘƘ ȅƻǳǊ ǎƘǊŜŘŘƛƴƎ ǾŜƴŘƻǊΧ ƻǊ ŜǾŜƴ ōŜǘǘŜǊΧ ȅƻǳ 

know who to proclaim the virtues of when writing back to your shredding company with a 

Testimonial. 

 

 Background Checks: Your Shredding Vendor should be 

performing initial and regular background checks and drug 

screening on all employees who have access to documents 

prior to destruction. 

 

 Secure Transport: Make sure all containers that transport 

unshredded documents are secure and lockable in order to 

prevent unauthorized access and accidental document loss 

due to wind. This also applies to vehicles that transport 

unshredded documents to a destruction facility for disposal. 

  

Security Tip: All shredding 

ŎƻƳǇŀƴƛŜǎ ǘƘŀǘ ŀǊŜ ά!!! 

/ŜǊǘƛŦƛŜŘέ ōȅ ǘƘŜ bŀǘƛƻƴŀƭ 

Association for Information 

Destruction (NAID) have been 

audited by a third party to 

include those items listed here 

and much more. When you 

choose a NAID Certified 

/ƻƳǇŀƴȅ ȅƻǳ ƪƴƻǿ ȅƻǳΩǊŜ 

choosing a shredding company 

that meets or exceeds the 

ƛƴŘǳǎǘǊȅΩǎ ƘƛƎƘŜǎǘ ǎŜŎǳǊƛǘȅ 

standards. 
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 Receipts: Every transaction that involves removal and destruction of documents from your location 

must result in an immediate receipt indicating the type and quantity of documents slated for 

destruction.  

 

 Certificates of Destruction: Every destruction event must result in a certification from your 

shredding vendor to you. This 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 destroyed. For un-witnessed destruction, the Certificate will have to be 

provided post destruction subsequent to receipt. 

 

 Un-witnessed or Off-Site DestructionΥ 9ƴǎǳǊŜ ŀƴȅ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǿƛǘƴŜǎǎ ƎŜǘ ǎƘǊŜŘŘŜŘ 

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 
 

 Witnessed or Un-witnessed: Why would anyone choose un-

witnessed paper shredding?  Ultimately, whether you watch your 

documents physically get shredded or not, choosing a shredding 

company is a matter of trust. You might really trust your shredding 

company and even still want to witness the shredding.  

 

On the other hand, you may really trust your shredding company to the point of allowing them to 

ǎƘǊŜŘ ŜǾŜǊȅǘƘƛƴƎ ŀǿŀȅ ŦǊƻƳ ȅƻǳǊ ŘƛǊŜŎǘ ǎǳǇŜǊǾƛǎƛƻƴΦ LǘΩǎ ŀƭƭ ŀ ƳŀǘǘŜǊ ƻŦ ȅƻǳǊ ƛƴŘƛǾƛŘǳŀƭ ŎƻƳŦƻǊǘ ƭŜǾŜƭΦ  

wŜƎŀǊŘƭŜǎǎ ƻŦ ǿƘƛŎƘ ǎŜǊǾƛŎŜ ȅƻǳ ŎƘƻƻǎŜΣ ȅƻǳΩƭƭ ǿŀƴǘ ŀ /ŜǊǘƛŦƛŎŀǘŜ ƻŦ 5ŜǎǘǊǳŎǘƛƻƴ ŦǊƻƳ ȅƻǳǊ ǎƘǊŜŘŘƛƴƎ 

company as insurance that the job was performed professionally. 

 

 Mobile Shredding is 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 evolution. A certificate of 

destruction is provided at the end of each mobile servicing. 

 

 Pick-up Shredding is when your documents are picked up by the shredding service, delivered to a 

secure shredding facility, and promptly shredded with a certificate of destruction being 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 pick-ups are much less costly than mobile shredding vehicles. 

Consequently they are more widely available in order to perform pick-up duties. The documents can 

ǘƘŜƴ ōŜ ŘŜǎǘǊƻȅŜŘ ŀǘ ǘƘŜ ǎŜŎǳǊŜ ŦŀŎƛƭƛǘȅ ŘǳǊƛƴƎ άbƻƴ .ǳǎƛƴŜǎǎ IƻǳǊǎέΣ ƛŦ ƴŜŜŘŜŘΣ ǘƻ ƪŜŜǇ ǳǇ ǿƛǘƘ ǘƘŜ 

demand. This flexibility can then be translated into more affordable prices to you. 

 

 

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

the Un-Witnessed option. ό{ŜŜ άtƛŎƪ-ǳǇ {ƘǊŜŘŘƛƴƎέ ōŜƭƻǿ ŦƻǊ ǘƘŜ ǊŜŀǎƻƴ ǿƘȅύ 

 

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

may also want to get an estimate of how long the shredding will take ς after all, άtime is money!έ 
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Drop-Off is perfect for those customers with less than 10 

standard size file boxes. It may also be a great way to get 

discounted shredding for very large quantities of documents if 

you are already is in possession of a large vehicle and have the 

personnel capable of transporting this large quantity down to 

a secure shredding facility. 

Many times the discount will only be provided if you choose 

not to witness the destruction. Make sure to ask whether you 

will be able to watch the documents get shredded while you 

wait if you would prefer the witnessed option. 

 

  

Security Tip: One item to keep in 

mind is whether the shredding 

company you choose for pick-up 

shredding actually performs the 

shredding at their facility. Be sure 

to ask whether the company you 

choose for pick-up shredding 

performs the shredding 

themselves or whether they 

outsource it to another company. 

If the shredding is outsourced to 

another company, you may want 

to check out that company also. 

 

Value Tip: If you have 

more than 10 standard 

size file boxes it may be 

worth your while to 

check with the 

shredding company of 

your choice to get a 

price quote for mobile 

or pick-up shredding 

service. Once over 10 

boxes, you might be 

surprised how small the 

price increase is to 

upgrade. 
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Purge or Reoccurring Service 
 

 Purges ŀǊŜ ŀƭǎƻ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ άhƴŜ-Time Clean-hǳǘǎΦέ ¢Ƙƛǎ ǘȅǇƛŎŀƭƭȅ 

occurs when you are going to purge/clean-out 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 thousands of file boxes. Depending on your specific 

requirement or the requirement of your organization, you may 

either want witnessed or un-witnessed document destruction. In either event, make sure you get a 

certificate of destruction. 

 

 Reoccurring Service is typically considered to be at least once every month where 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 containers (of many) that are commonly used in the industry: 

 

  
Executive Console 

Approx 80 lbs capacity 
65 Gallon Bin 

Approx 200 lbs capacity 

Value Tip: Many Shredding Companies offer 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 return to 

shred the contents ς either Mobile or Pickup Service.  

 

However this option may involve additional costs since your shredding job now requires multiple 

trips. Be sure to ask your preferred shredding company the price difference between a simple 

purge (one trip) versus a purge where bins are dropped off and then later retrieved for shredding 

(multiple trips). 
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As a general rule of thumb, 5 employees should fill one executive console (100 lbs capacity) one 

time per month. That comes to approximately 16 lbs of capacity per employee per month.  

 

Different types of organizations or different departments within an organization 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 effective 

to go with more containers or larger 

containers than to opt for shorter pickup 

intervals.  

 

However, the 65 gallon bins do start to 

show signs of wear after repeated use 

and many offices prefer the appearance 

of the executive console. So keep in mind 

office space and aesthetics, not just 

price, when considering reoccurring 

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 service if you live far 

from a metro area. Be sure to double check that the 

ǎƘǊŜŘŘƛƴƎ ŎƻƳǇŀƴȅ ȅƻǳΩǊŜ ŎƻƴǎƛŘŜǊƛƴƎ Ŏŀƴ ƎŜǘ ǘƻ ȅƻǳǊ 

location on their normal routes in order to avoid any 

additional fees.  

 

 .ƛƎ ǎƘǊŜŘŘƛƴƎ ǘǊǳŎƪǎ ŘƻƴΩǘ Řƻ ǿŜƭƭ Řƻǿƴ ƭƻƴƎ ǇǊƛǾŀǘŜ ŘǊƛǾŜǿŀȅǎ ƻr up really steep hills. This is 

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 company yƻǳΩǊŜ ǎŜƭŜŎǘƛƴƎ ŘƻŜǎ ǎŜǊǾƛŎŜ ǊŜǎƛŘŜƴǘƛŀƭ areas. 

 

 Shredding companies are not moving companies. When hiring a shredding company, keep in mind 

where in your house or facility the documents are currently stored. A small, simple, and relatively 

inexpensive job can turn into a large, hard, and expensive job if the documents are not readily 

accessible. 

 

  Value Tip:  LǘΩǎ ǘȅǇƛŎŀƭƭȅ ƴƻǘ ŀ 

problem for a mobile 

shredding truck to come out 

to a storage unit. Ask the 

management personnel at 

your storage unit facility 

whether there has been any 

problems with getting 

mobile shredding trucks in 

or out ς they may even have 

a company they 

recommend! 
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Pricing 
 

 What is a standard size file box? A standard size file box is the most 

common size file box you may purchase from most office supply stores 

and it is the most typical unit of measure used when determining paper 

volume to provide a price quote for a Purge.  The size per standard size 

file box is  

 

 

 

млέ ƘƛƎƘ Ȅ мнέ ǿƛŘŜ Ȅ мрέ long. 

 

 

 

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 of volume, 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. 

 

 ²ƘŀǘΩǎ ǘƘŜ ƳƛƴƛƳǳƳΚ Most shredding companies charge a minimum price 

to make a trip out to your location. Typically, a set number of 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. 

 

 Whether it is standard size file boxes, executive consoles, or rolling bins, 

most shredding companies will charge a fixed rate per container based on 

total quantity. And typically, the price per container will decrease as 

volume increases. So, when calling a shredding company, be sure to know 

Ƙƻǿ Ƴŀƴȅ ǎǘŀƴŘŀǊŘ ǎƛȊŜ ōƻȄŜǎ ȅƻǳΩƭƭ ƴŜŜŘ ŦƻǊ shredding. 

 

 

 

 

 

 

 

 

 

Value Tip: LŦ ȅƻǳΩǊŜ 

considering a mobile 

or pick-up shredding 

service ōǳǘ ŘƻƴΩǘ 

have the minimum 

number of boxes, 

you might want to 

consider asking a 

neighbor. You could 

then split the bill 

and save! 

Value Tip: It may be a good idea to 

let the shredding company know 

how often you expect to need their 

service. They may provide 

discounts on your current request 

or future request in order to earn 

your business. 
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 9ǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ have the documents already 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 provide a final 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. 

 

 Charging by the minute is άhƭŘ Iŀǘέ and no longer 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 to 

the massive throughput of new shredding trucks, charging by the 

minute or hour is no longer practical.  

 

These new shredding trucks are capable of shredding anywhere from 

5,000 to 9,000 pounds per hour. Two hundred pounds of documents 

(anywhere from 7 to 10 standard size file boxes) can now be shredded 

in just a couple of minutes.  

 

What shredding companies have given up in price per pound is now 

made up in volume. Modern shredding companies with modern 

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

perform just one job years ago. 

 

 There may be other charges to consider besides what rate a company charges per container. 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 that additional 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 sure to ask if the ǇǊƛŎŜ ǉǳƻǘŜ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ ǎƘǊŜŘŘƛƴƎ ŎƻƳǇŀƴȅ ȅƻǳΩǊŜ 

considering is all inclusive or if there will be any other fees or surcharges 

applied.  

Value Tip: Be extremely 

wary of a shredding 

company that is charging 

by the minute or by the 

hour ς whether it is for a 

purge or reoccurring 

service. You may end up 

paying a lot more due to 

the speed, or lack 

thereof, of their 

shredding equipment 

and personnel! 
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 Cardboard boxes: Most 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 from the shredded documents increases its 

recyclability. The easiest way to eliminate a majority of cardboard 

is to separate the cardboard boxes from their contents prior to shredding.  

 

 Medical records containing X-Rays pose a problem with regard to recyclability when shredded with 

paper documents. A large volume of x-rays in proportion to shredded paper can destroy the value of 

an entire load of shredded paper. Additional requirements and charges may be applied when x-rays 

have not been removed from paper medical files. Please notify your shredding company 

representative if your records include x-rays. 

 

 Here is a list of items that SHOULD NOT be placed in with your paper shredding. This list may not be 

all inclusive. Be sure to ask your shredding company if you have any questions or concerns: 

 

 /5Ωǎ  

 Diskettes  

 Zip Drives  

 Hard Drives  

 Newspaper  

 Magazines  

 Plastics 

 Food or Drink Containers 

 Cardboard 

 Brown Bags 

 Plastic Binders 

 3-Ring Binders 

 Metal Objects 

 X-rays  

 

 

  

Security Tip: {ƻƳŜ ƻŦ ǘƘŜ ƛǘŜƳǎ ƻƴ ǘƘŜ ά{ƘƻǳƭŘ bƻǘ .ŜϦ 

ǇƭŀŎŜŘ ƛƴ ȅƻǳǊ ǇŀǇŜǊ ǎƘǊŜŘŘƛƴƎ ƭƛǎǘ ά{ƘƻǳƭŘ .Ŝέ ǇǊƻǇŜǊƭȅ 

destroyed before disposal. Be sure to ask your shredding 

company if they can destroy these items separately from 

your paper documents. 

 

Security Tip: ±ŜǊȅΣ ±ŜǊȅ LƳǇƻǊǘŀƴǘΧ 

 Must be properly destroyed prior to disposal. 

 May or may not need to be destroyed prior to 

disposal depending on whether or not Personal 

Identifiable Information (PII) is located somewhere in 

these items (for example: address labels). 

 

 


