DISPOSAL COMPLIANCE CHECKLIST Information

Ensure Your End-of-Life Devices and Documents Are Securely Handled Manageme_nt

Before you recycle, donate, or discard old devices and paper files, make sure your disposal process meets
the latest compliance and security standards. Use this checklist to reduce risk, avoid regulatory fines, and
protect sensitive information.

Section 1: Internal Process & Policy

[] Do you have a written data disposal policy?
[11s disposal included in your data lifecycle or information governance plan?
[] Areall employees trained on what should be destroyed and when?

[] po you maintain records of destroyed media/documents?

Section 2: I.T. Assets & Hard Drives

[] bo you securely destroy all hard drives, SSDs, and backup tapes at end-of-life?
[1 Are devices wiped or physically destroyed before resale or donation?
[1 o you receive a Certificate of Destruction for all destroyed devices?

s your destruction partner NAID AAA Certified?

Section 3: Paper Records & Physical Media

[] Are sensitive paper documents securely shredded?
[] bo you destroy expired HR, financial, or medical records per your retention schedule?
[1 Do you audit your shred bins or locked consoles regularly?

[ o you use a vendor with a documented chain of custody?

Section 4: Compliance & Risk Mitigation

[] Does your disposal process meet relevant regulations (e.g., HIPAA, FACTA, GLBA)?
[] Have you vetted your vendors for proper licensing and insurance?
[11s your destruction method compliant with ISO 21964 or other standards?
[ can you demonstrate defensible disposal practices in an audit?
If you checked fewer than 10 boxes, your organization may be at risk.

Don't wait until data is leaked to make changes in your organization's data security. Contact
Cl Information Management for a Free Disposal Process Review and secure your compliance today.



https://ci-infomanagement.com/request-quote/?_gl=1*1iu5ilw*_gcl_au*MTExNzM5NTc5MS4xNzU0MDcxMTIw

