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Shred . . . Store . . . 
Less is more!
Clean Up Day!
[Fill in date]
Never have time to send those files to Archives or identify piles of old papers that should to be shredded?  Here is your chance!  [Fill in date] has been designated by [Fill in Office / Department] as Clean- Up Day.  One day out of the year dedicated to cleaning and organizing your offices and work areas.  See below for details:
[Tailor below as applicable:]
· Come in casual clothes and be prepared to clean papers from your office, desk, floor, hallway etc.

· Learn about what is appropriate for shredding and what must be retained before you begin reviewing your files.  

· Bins will be provided by Infoguard for any paperwork that can be shredded.
· Extra archive boxes will be available for boxing. 

· Archives will arrive in the afternoon to pick up boxes that are labeled and ready for retrieval and storage.
· Housekeeping will be available to vacuum and clean those areas that have not seen the light of day for years!
· A representative from facilities will be on hand to fix drawers that don’t open, hang pictures, adjust chairs etc.
· Pizza and sodas will be provided to all who participate.
· If you’re not sure if you can shred a document, ask your supervisor or other individuals designated for such questions.  If in doubt, retain the document and keep it secure.

Bring paperwork from home as well to place in bins to be shredded.

