
All confidential paper generated at work.   
Shred all materials containing an individual’s personal, financial, medical or legal information.

Confidential 
Paper 
Shredding

YES

NO

Personnel folders

Tyvek envelopes
Plastic envelopes

BindersMixed paper that is nonconfidential
(place in mixed paper bin)

Checks and financial 
receipts

Confidential documents

Medical information

CONFIDENTIAL


