
Secure Document Alliance Chain of Custody

Large

Small

DEPLOYMENT 

Clean and examine containers  

Check for existing paper and 
maintain locks and wheels 

Drivers check for proper 
paperwork, pick up tickets and 

instructions 

Prepare log books, check safety 
and maintenance of vehicle; 

load vehicle 

Log in starting mileage, time 
and date 

Arrive at customer site, log in 
mileage, time and date 

Secure cab of vehicle  

Scan in containers as they are 
removed from truck 

Never leave containers or truck 
box unattended or unlocked 

Maintain professionalism 

CSRs swap bins in individual 
departments and check lock of 
each container before moving 

Bins staged at secure central 
location  

Prepare for transportation to 
secure truck 

CSR records and checks that all 
containers have been collected 

and scanned 

Leave signed copy of service 
order or pick ticket with 

customer/retain copy signed by 
customer 

Site 
size? 

PROTECTION 

Prepare to leave customer site 

Load and secure containers to 
prevent spillage 

Log departure time and date 

Drive safely, obey all laws and 
never make unscheduled stops 

Arrive at secure document 
destruction facility 

Log arrival mileage, time and 
date 

Secure cab and vehicle 

Unload and weigh material and 
log time/date into secure facility 

Print weight ticket including 
customer name, date, time, 

container number 

Stage for destruction within 24 
hours 

Monitor containers using 24-hr 
video recorder 

COMPLIANCE 

Time and date of destruction 
recorded 

Paper commingled, shredded 
and baled 

Baled paper held in secure 
staging area  

Baled paper loaded on enclosed 
trailer van for pulping at paper 

mill 

Paper mill signs confidentiality 
agreement and disclosure 

statement for strict use of fiber 

All paper is recycled and pulped 
into new fiber 

CHAIN OF CUSTODY IS 
COMPLETE 


