Q&A
SHREDDING DOCUMENTS
Question: How do we get our shredding to the warehouse?

Answer:  There are currently three ways to transport documents to be shredded to the 


    warehouse:

1. Bring it over yourself

2. Contact Moving and Setups (preferred method)

3. Contract an outside agency 

Question: How do we deal with confidential information that needs to be shredded?

Answer:  E-mail  IUWH@indiana.edu for guidelines


   Current guidelines:

Please be sure to address the following issues when preparing your documents to be shred fro delivery to the IU Warehouse Department:

1. You are responsible to have the boxes delivered to the                                                           Warehouse so please use a clean, dry, sturdy box to transport your documents.

2. Place your account number on each box.

3. Secure the box so it is not accessible: i.e. tape the lid to the box

4. Contact us in advance to schedule a time when we can receive your shredding so you avoid having to wait.

Question:  How should documents be packaged?

Answer:     Use a clean, dry, sturdy box to transport your documents.  Place your account 

       number on each box.  Secure the box so that it is not accessible: i.e. tape the
       lid to the box.

Question:  Do we use moving and setups to pick up and deliver to the warehouse?

Answer:     This is the preferred method of transporting documents to the warehouse; 

       however, you may bring the boxed documents over yourself or use a third 

       party to transport the documents.  Regardless of how the documents are 

       transported please contact the warehouse to set up a time for receiving the 

       documents at the warehouse dock.
Other pertinent bits of info:

Cost - $0.22 per pound

Items that can be shredded:

Paper (including paper clips and staples), CDs, Floppy disks, manila folders, cardboard

Remember – Before doing anything concerning shredding, contact the warehouse at IUWH@indiana.edu to schedule a time so there is no waiting. You will also need to
Arrange  for  transportation for your documents to IU Warehouse.
