
1. Identify Confidential Documents: 

Ensure you correctly identify documents containing
sensitive or confidential information.
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2. Gather Materials: 

Collect a shredder, a secure disposal bin, or a
designated container for confidential materials.

3. Prepare the Shredder:

If using a shredder, ensure it’s in working condition.
Empty the shredder’s bin if needed. 

4. Organize Documents:

Arrange documents to be shredded in a neat pile.

5. Shredding Process: 

 Feed documents into the shredder one at a time.
Follow the manufacturer's instructions for the maximum
number of sheets.

6. Secure Disposal Bin:

If not using a shredder, place confidential documents
directly into a secure disposal bin.
Ensure the bin is locked or tamper-proof.

7. Document Destruction Services:

Consider using professional document destruction
services for large volumes of confidential materials.

8. Maintain a Chain of Custody:

Implement a system to track who handles the
documents until they are securely destroyed.

9. Secure Storage Before Disposal:

Store confidential documents in a secure location until
disposal. Avoid leaving them unattended or accessible
to unauthorized individuals.

10. Be Environmentally Conscious:

 Consider recycling shredded paper documents if your
organization permits it.

11. Documentation:

Maintain records of the disposal process, including
dates and details, for audit purposes.

12. Regular Training:

Provide periodic training to employees on the proper
disposal of confidential documents.

Notes:
• Proper disposal of confidential documents is essential to prevent data breaches and maintain data
security.
• Ensure compliance with legal regulations regarding document disposal, such as GDPR, HIPAA, or
other relevant laws.


